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Together their efforts have created this content, a special mention to Sincere appreciation is also extended
to all who provided peer review for these modules.

Thorough support and initiation of the Fashion and Styling industry has led to completion of the manual
Industry feedback has been extremely encouraging from inception to conclusion and it is with their input
that we have tried to bridge the skill gaps existing today in the Industry.

This participant manual is dedicated to the aspiring youth who desire to achieve special skills which will be
a lifelong asset for their future endeavors.
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— Introduction

This Initiation Booklet is specifically developed towards a particular skill set and qualification for
participants undertaking the aforesaid training.

Module objectives are as follows:

e Understanding Editing and its Process

o Editing software’s and learn their techniques
e Innovative editing methods.

e Adding effects and enhancing Editing

e Team Management of Subordinates

e Health, Safety and Security Standards

— Symbols Used
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_Key Learning Outcomes 4

The completion of the module will enable:
1. Explain the importance of media and entertainment sector in our life.
2. Describe role and responsibility of Editor.

3. Familiarized with the technical terms associated animation.




UNIT 1.1: Introduction to Media and Entertainment Sector

— Unit Objectives ©

The completion of this unit will enable:

1. Explain the importance of media and entertainment sector in our life.

2. Describe role and responsibility of Editor.

—1.1.1 Media and Entertainment Sector in India

In today’s Digitalisation Era, the last decade has seen a massive development in Indian Media and Entertainment
Industry. Growing Rapidly at 13.9 % CAGR and contributing to 1.7 % GDP supported by the increasing popularity
of digital advertising which churns a whopping INR 4.14 Billion every year and more celebrating its position by
being 14th largest industry in the world.

Share of subscription and advertising
revenues for television industry

FY15 FY19F

BSubscription Revenue BTV Advertisement

Source: KPMG Report 2015 & 2014, TechSci Research
Note: F - Forecast

Fig.1.1.1: Advertising Revenues for TV Industry

This Sector is one of the strong industries supporting the Indian Economy by having over 700 Television Channels
and over 200 FM Stations, Constituting to the largest production houses globally and leading the film industry
internationally.

The Media and Entertainment Industry is sustainably growing with a support of the Indian Government that
consciously takes initiatives like providing institutional finance to film industry, digitalizing cable network and
recent increase of FDI limit to 100% in DTH and Cable Parameters.

Today, This industries Employment is at 14% to the country.

—1.1.2 Employability in Media and Entertainment Sector

The performance, growth and profits of media and entertainment industry depends on the economic structure

of the country. The progressive support states to increase employment opportunities to 1.3 million by 2022 from
0.4 million in 2013.

The Film Industry accommodates the highest workforce in the above statistic at 25%.

N
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e The film industry of India accommodates the highest workforce

. .. Media and Entertainment sector employment,
in the above statistics at 25%. 2013: 100% = 0.46 million

e The media and entertainment industry has many niche sectors A"i"‘;::’n'.:;‘;':x& 0;'1:‘3
tgat demand skilled labour, currently CAGR is recorded at 13%
but projected to grow with 1% increase comprising of 1786 Radic
billion within a year. 5%

Film
3%

e The highest employers remain the Film and Television sectors i
attracting employees from various walks and classes. The variety 14%
of channels and sub stations keep attracting workforce caused
by rapid digitization.

Television
3%
Fig.1.1.2: Media and Entertainment Employment
in 2013
Sub Sector Employment (in Millions)
2013 2017 2022

Television 0.14 0.28 0.64
Print 0.06 0.07 0.13
Radio 0.02 0.03 0.04
Animation, VFX and 0.02 0.03 0.04
Gaming
Films 0.16 0.24 0.44
Overall Sector 0.4 0.65 1.3

Fig.1.1.3: Employement in Different Sectors of Media and Entertainment

—1.1.3 Evolution of Media and Entertainment Sector

e The initial start into entertainment was with Satellite Broadcasting over sound alone, bringing Radio into
action in India with the Radio Club commencing in 1923 while the Britishers ruled us.

e The most connected medium and the influential one since British Raaj was the All India Radio that started
operations in 1936

e DD Network, the beloved Doordarshan Started television operations in 1959, September 15th

e The Indian economy was closed until 1990, and no private player was allowed to enter the space In the
1990s, the Indian film industry was completely fragmented

e BBC launched its national service in 1995

e The Indian government began licensing private companies to start their own radio stations on Indian
Broadcasting

e In May 2000, as part of Phase | of radio broadcast licensing, the auction was conducted and 37 licenses were
issued, out of which 21 are operational in 14 cities.

—______n___________




—1.1.4 Major Subsector and Segments

The Indian M&E industry comprises several sub-sectors, such as television, radio, print media (including
newspapers and magazines), films, music, and animation and visual effects (VFX).

Advertising plays a crucial role in sustaining the performance of media and entertainment industry, as the
revenue collected with advertising mediums supports and grows the overall economy.

The industry does not rely so much on foreign materials and produces most equipment, appliances and
systems in house. A minor portion of exports may include antennas, cables and satellite boxes.

Content creators (Journalists, In-house editors), Printing
{Copy-editing), Wholesalers, Retailers (Physical/Online)

Content creators, Broadcasters, MSOs, LCOs, DTH players,

Television Digital/Analogue cable companies

Pre-production, Production, Post-production, Distribution (Pre-
release strategizing), Exhibition

Entertainment

Content providers, Broadcasters (Government-owned/Private

Hadid radio channels), Distributors

Content creators, Production and editing companies,
Distributors (Physical/Digital)

Content developers, Pre production, Production, Post
production, Marketing and distribution, Game programming
and development

Animation , VFX
& Gaming

i

Fig.1.1.4: Media and Entertainment Sector

The industry is specific to cultural and ethnic backgrounds, and is organized around specific hubs that
specialize in output for a given population segment. For example, the Mumbai film industry (Bollywood) is a
key film hub in the country. A similar hub also exists in South India.

Sub-sector Growth Rates (Y-0-Y, 2013) and Market Size (2013)

12.7% =M 8.5% wel 11.5%

= -

Television Print Films

INR 417.2 billion INR 243.1 billion INR 125.3 billion
-9.6% 16.4% 4 15.0%

.

Music Animation, VFX & Gaming Radio

INR 9.6 billion INR 58.9 billion INR 14.6 billion

Fig.1.1.5: Media and Entertainment Sector Growth Rates in 2013
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—1.1.5 Role of an Editor

Role

The respected person is required to reassembled, uncut, merge and comprehend music, sound, images and
production footage into a broadcast usable sequence.

Core competency

Theindividual should be competent with techniques in editing like sorting, splicing, joining, merging, synchronizing
and assembling using editing software’s like Avid, Final Cut Pro, After Effects, Adobe and Sound Software.

Prerequisites

e They should have a working knowledge of computer and operating system.

e Working knowledge of using computer to save open and use standard commands.
Responsibilities of a Editor

e Work on and edit the final output such that the Audience cannot find out

e Understands the needs and requirements of the production teams.

e Understands the script and require raw material to make a short decision list on the basis of value and
contribution of respective scene and the continuity.

o Edit scene to create sequence of the movie.

e Insert music, dialogues, graphics and effects

e Make rough and final cuts

e Ensure sequences logical and smooth.

e Work in coordination with stakeholders for entire production, pre and post production as well.

o keep up to date with new technologies and innovate for best output for industry.




—1.1.6 Career Progression of an Editor

Creative Director

Team Leader

Sr. Editor

Jr. Editor

Fig.1.1.6: Career Progression Path of an Editor
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UNIT 1.2: Key Words

Unit Objectives ©

The completion of unit will enable:

1.

Familiarise with technical terms associated animation

—1.2.1 General Key Words used in the Book

Animatic: When images in a series are placed together creating a storyboard, added later with effects, sound
and dialogs is called Animatic

Compositing: A combination of several images into a peocessed single frame is compositing
Composition: the placement of model in accordance with background and camera

Creative Brief: an outlining guide that provides an accurate summary of expected work like expectations,
audiences, planned objectives, expected turnaround, budgets, parameters, investors etc

Key Frame: The main frame poses to begin and end frames with.

Modeling: The design process of creating characters that are three dimensional using software applications
for same

Rendering: the conversion into 2D images from 3D images by applying three dimensional effects is called
rendering

Rigging: It facilitates movement in images as required by placing joints wherever necessary to a static image

2D animation: A flat image as, drawn on paper, in two dimensional environment but using specific software
to create movement.

3D animation: A three dimensional images that create life like experience that support the human eye as in
like reality, like Xbox or Sony Playstation games

Animation: A rapid movement of images using frames to create movement controlled by time, motion and
speed.

Anticipation: Pre empted or pre conceived movement as designed by the Artist
Aspect Ratio: the width to height ratio of the picture

Background Painting: The background to the character also known as backdrop to enhance images and
motion

CGI (Computer Generated Imagery): Computer Generated Images
Clean-Up: Recreating image artwork on 2D images.

Computer Animation: Using virtual and digital technology and applications that facilitate animation process
on computer.

Frame: A single series of images that is a part of animation process

Frame Rate: the speed at which frames move in series
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e Graphics Tablet: Creating drawings or sketches on the monitor

e Pixel: Smallest component of an image like a small dot defines the resolution of the image
e Raster: Horizontal lines that contain pixels that is used to form an image on CRT

e Rotoscoping: : a placement of back ground video while frames are in motion.

e Title Cards: Words or sentences appearing during scenes with no audio movies

e Tween: A process of animation that occurs between key frames.

e Vector: A mathematical control which produces cleaner, smoother images and manually controllable effects
and sizing using vectors rather than pixels

e CEL: A plastic sheet that is a that confluence with the background, outline, character, object or effect made of
cellulose acetate or cellulose nitrate that can have inked or xerographical images that are coloured by hand
or serigraph process.

— Notes | E
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Key Learning Outcomes %

The completion of this module will enable:

1. Familiarise with production parameters and its specifications.




UNIT 2.1: Understand Requirements and Plan Workflow

— Unit Objectives ©

The completion of this unit will enable:

1. Familiarise with production concepts and their applicability to each project.

2. Plan a project.

—2.1.1 What is Video Editing?

Video editing is a component in the post production which means arranging and manipulating scenes and shots
for a different finish output. Apart from video editing other components are Sound Engineering, Special effects
etc.

Fig.2.1.1: Video Editing

e Editing is use as unprofessional term for all post production tasks. It depends on you which terminology you
want you to use. In the below unit we use the word Editing for below.

e Video Clip/Audio Clip rearrangement, addition or Removal.
e Correcting Colors, Adding filters, and enhancing frames.

e Correct transitioning between several clips.

The Goals of Editing

Many reasons to edit a video and your editing approach will completely depend on the desired outcome. Before
you start you should clearly define the goals of your editing, which could involve below:

e Cleaning unnecessary of footage: It's the most common and simplest task in editing. Quality of Several
videos can be drastically better by just removing defective or unwanted bits .

e Choose the best footage: It is very common to shoot more footage than you actually require and select only
the good material for the final edit. Often you will shoot many versions of a shot and select the best one
during editing.

e Create a flow: Most of the videos provide a purpose like giving information or telling a story. Editing is an
important step in ensuring that the video flows in a manner in a manner that needs the aim.

o Adding effects, graphics, music, etc: This is the best part of the editing and video can be improved by adding
fun.

— B
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e Change the style, pace or mood of the video: An editor who is skilled will be capable to make subtle mood
prompts in a video. Techniques like visual effects and mood music can influence how the audience will respond.

e View in Perspective: Video can be made from different perspective. Give a message or meet a purposed.

—2.1.2 Video Planning Requirement and Workflow

Comprehending a life cycle of a video plan is necessary for analyzing and arranging digital workflow. A segment
of this understanding means knowing the relationship the workflow made and decisions to be made.

e Workflow Goal

e The partnership concept

e Pre-production

e Production

e Post-production

e Determining what software to use
o Editing stages

o Delivery

Workflow Goal

The lack of not calculating decisions, this can result in an extensive amount of time spent in “fixing it in post” or
“cleaning-up.” The work quality will be reduce and redo could be require that may cost you. Effective planning
and timely decision taking capacity can solve many issues as answers to common questions are already figured.

Fig.2.1.2: A proper plan can ensure an organized production
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Minimize risk: Video productions tend to be costlier compare to other variety of projects. Due to the big crew
sizes and costlier gear, Along with the lengthier time to post-production times. You have got people behind the
cameras, people in front of the lens, and even more behind the scenes. Video projects are complicated, with
multi-stages of approval along the way. You require to control things, require to have a plan (and even another
plan if one plan fails). Making efforts to reduce risk early in the process can minimize the chances of squandered
money and efforts.

Proper Project managements meets the client specification and timelines accurately because of the complicated
interconnected nature of video projects. It is significant to learn the way to balance the scope of the project, track
your resources, and maintain the schedule you have made in advance. You must also put the scope of the project
into writing—through this manner you can track progress and tie the billing to progress of the job.

Achieve quality goals: Creating high-quality video is becoming the expected standard. Improvements in
technology and education as well as camera technology have empowered creative professionals to push beyond
former limitations. Through proper planning, you can improve your chances of making the most of the resources
of the project.

The partnership concept

Video is called as a team game. For most of the photographers this is hardest message to accept. You have to
make video as team work. Video is difficult for a person to be able single handedly focus their attention on
achieving correct exposure and focus, with smooth audio and a excellent performance by the artist being shot.
At the time of putting pieces of work together in post-production the specialist comes into picture. It may be a
graphic designer or a sound engineer, helping hands create better work.

Video projects often have firm deadlines — Whether it’s a live event, an air date, a project launch, or a corporate
meeting. A Schedule and strict deadlines are common for production team to follow.

Fig.2.1.3: Video productions often involve a team of professionals to provide proper coverage of image and sound.

You make maximum money at a job you love — Often photographers end up in other jobs like imagine one being a
magazine publisher? Will they get advertisements or write stories themselves? Imagine if they publish a book: do
they exaggerate their own talent? To point out that photographers should practice their skill. Which is direction,
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selecting locations to shoot, project lensing and applying their perspective in edits and graphics stage. You can
hire individuals who can better some tasks for you.

Mind is a creative bee hive that needs other team members to gather around nectar. Keeping experienced people
around gives you focused work environment without distractions and results.

—2.1.2.1 Pre-production

Successful video projects hardly just happen; in fact, they often include a good deal of planning. Budgets require
to be created, schedules made, contracts drafted and crews booked. A video shoot has several elements: shot
design, locations, audio, directing, lighting, and video shooting, etc. All of these need planning and selections to
be done prior to shooting.

Some photographers take a call at that moment and fail to see benefit of planning beforehand. Planning takes
away sudden issues. Planning the camera angle, planning how the lighting will work, planning the sequence of
shooting, allocation of crew members and how to use them etc helps in keeping production smooth.

Itis recommended to plan beforehand to direct crew when one sequence is done to other. perfect pre-production
saves you money and time — two factors that are very important. At the beginning of the shoot, one must have
planned the complete shoot in your head, on notes, in discussion with team members, and in as several ways as
possible in advance.

Fig.2.1.4: A detailed schedule is often part of the planning process.




Outlining scope

A good outline of project scope is a common reference for both producer and client. The scope details all the
deliverables of production with measurable parameters. This is called a scoping document that captures the key
project details and clearly defines deliverables for both team and client. It can be as extensive as you want.

The schedule and the budget determines the scope of project. Scoping a project usually takes about two to
sixteen hours to finish (depending on its complicacy). When you are completed, you will end up with a document
that is typically of two to ten pages in length. This brief document is extremely important because it documents
minute details of the project and is a guide for team. Some get clients are involved to sign off to ensure all are
understanding same deliverables.

LO
HERI

Scope of Work

Objective

The Chant Mama would ke [0 document an event to ba held at tha Location on March

12ih. The event & sponsonad by Widgeis-R-Us and is part of the \Widgets Campaign.
Selected portions of the event ame o be recorded and releasad 10 the web in a timely

manneér. The event highlights should also be edited Into an internet-ready promao video for
refease the naxt day,

Solution

Company Mame can provida the el solution Tor this ewvenl. Ths frst proposal 1ocusses
on the caplure and editing of vidao highlights from this event. A sccial media and web
distrbition plan will folow, and be developad upon subsequent conversations with the
client,
Cruring the event Company MName will provioe:

s A fhres-cameda crew 1o capture the two speakers and panel, as well as addiional

=

100% & | 644 Words Page 2ot 7 M ) =

Fig.2.1.5: A scoping document is an essential piece of the project management plan.

LAl

Project scoping document skeleton
Pointers that should be covered:

e Project name

e Executive summary

e Background

e Project scope (high level)
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e Project objectives
e Deliverables

e Organizations

e Interfaces required
e Assumptions

e Constraints

e Evaluation criteria

e Risks
e Rewards
e Budgets

e Schedules (due dates)
e Project team readiness
e Keyroles:

»  Executive sponsor

» Project manager

»  Business experts

»  Technical experts

e Signature lines — Sign off "charter"

Fig.2.1.6: A successful production typically takes much more equipment than just a single camera.
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Understanding requirements of equipment

In the beginning of the project you’ll need to understand what equipment is required. Camera is around which
action revolves. The staging and planning is for camera recording. You will select from a variety of gear to ready
the camera to record what is required. You'll also decide the lenses that will be needed to capture the vision of the
director. Lighting planning and equipment arrangement should be done for shots as required. The responsibility
of camera, lenses, and accessories is not only to shoot required shots but to enhance creativity of look and feel.

Not just production but project’s post-production is also crucial. You may be required to record details about the
project like continuity or resources. Is there any additional after work like special effects? Is the desired output
format decided? Is your camera equipped to meet specifics of client?

Project development

While working on a project you will create many items. Below are some standard work pieces of industry. Even
then script may not be part of all projects the remaining are important.

e Script: A well made script enhances good ideas into better perspectives and visuals. There are dedicated
scriptwriting software tools that can be used (like Final Draft and Final Draft AV). Microsoft Word or Apple
Pages documents can also be formatted to use video two-column option.

e Budget: Prior discussion you should be aware of your financial restrictions. Creative minds can get carried
away by non realistic ideas or impractical plans. To know the costs and scope of work involved always create a

ol B c D G G Y

1 DESCRIPTION aTy RATE DISCOUNT  PER TOTAL
2 | Pre-Production
3 Creative Dasign S 350.00 25%| hr [% FET.50
4 Producer 15 |§ 95.00 15%

5 Production Coordinator g |$ 75.00 0%| hr |% &00.00
B Production Assistant 12 (8 45.00 0%| hr |$ 540.00
8 Office Expenses 1 |8 100.00 0%| fea |% 100.00
10 |Sub-Total : Pre-Production % 3,238.75

Fig.2.1.7: An excerpt from a detailed line-item budget

line item budget. It supports a lot of client in depth expectations about pricing. You can share this with other
team members to give timelines and budget allocation. You can remove the pricing column when sharing
with others.

e Schedule: You should know your project milestones and plan efficiently to work accordingly. Keeping a
calendar handy with reminders to track milestones can help deliver the project as expected.

e Treatment: An explanatory description of the project is called the treatment. It is also known as a pitch or
an elevator. It is a single document that defines the structure and centre of the project. This influences the
approaches and perspectives of team and clients by clear communication.

—2.1.2.2 Production

The production stage is where all your efforts collectively meet. Every project has its own requirement of gear
—ranging from as detailed as lighting to types of lenses to be used. More than one camera can be required for
accurate coverage and smoother editing of any event. Larger production houses there are specific roles to each
whereas smaller productions can perform various roles
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Fig.2.1.8: A healthy balance of teamwork and camaraderie must be maintained on set.

About the Producer

The Producer is responsible for the project budget and intricate details like planning the scope, designing the
schedule and budget allocation. He should not get distracted by focusing on the creative aspects but on the
practical criteria to make the project sustainable.

About the Director

He is incharge of the creative and artistic view of the project. He must allocate responsibilities to team on set
to successfully execute the creative vision. He himself does not do all tasks but works as the Leader to get work
done as per his vision.

The Director of Photography (DP)

The Director of Photography(DP) and the Director work closely to get the project alive artistically. He also works
with the Camera Operator. The technical parameters like the camera angle, lens are often given by the Director,
but sometimes the Director of Photography can also prescribe it. The Camera Operator, Director and DOP can
also be same on smaller projects.

Crewing essentials

Increasing crew size leads to capturing more footage and detail. A single person can do limited work but two
or three people can increase the delivery. Due to the complicated nature of video, that needs those behind the
camera to focus on lighting, audio, composition, and continuity.

The following crew positions must be strongly considered for each of the shoot, depending on logistics and
budgets:




Fig.2.1.9: Multiple crew members are often needed to cover an event properly.

Audio Engineer: He ensures audio is captured in correct volumes and it a very crucial position and requires
only best professionals for it.

Gaffer: He takes care of light designing on the set. He arranges lights on the shoot accordingly. Sometimes
the photographer can also do this job.

Grip: The technician who helps in implement lighting on set is called grip. They also help create and manage
smooth camera movement along with the photographer. They also handle tripod and dollies.

Camera Operator: On larger budget productions, it is common to have a Camera Operator working under
the direction of the DP. In a multi-camera shoot, there will typically be a Camera Operator for each camera.

Camera Assistant: A camera assistant is responsible for setting up cameras and lenses. If you are using
multiple cameras on a project, it is best to hire a skilled person to fill this role. The camera assistant can also
help with complex camera movements and manual focusing during a shoot.

Data Technician: Video files are big, so you’ll quickly fill up your memory cards. The data technician is
responsible for archiving memory cards to multiple drives and returning cards to the photographer for
reformatting and reuse. If you don’t have a data tech, plan on having lots of memory cards and staying up
late to clear them all off.




Post production is where all the elements part of the video are join to gather. All the production material is
entered into the computer so that you can start working on them for the final output. Here the audio and video
footage are combined, and the story is refined so that only the best footage stays. When completed, you will
be capable to see the finished project that you have visualized. Post production is the lengthy process but if
structured it becomes easier.

Post-production aims:

Post production initiates with media management. A lot of data needs to be arranged and back up needs to
be created. You have to get into the habit creating long term backups by transferring your data into the editing
drives. Also after maintaining your archives you have to decide the final shots from the extensive footage. This
process called making Selects and it can be occur during different process of post-production. The aim is to
organizing your data for you to get a structure for editing.

Editing is the core of the post production. It is where entire projects take live like bits and pieces come to gather
for a continuous story. You would have shot a lot of footage for the final output but editing gives the shape to the
final output because you choose the best part to create a sequence.

As the story progresses other tasks also have to initiate. Like sound mixing, colour correction, improving the visual
appearance by balancing all audio-visual elements. Other elements like graphics, special effects and transitions
also come into post production.

Fig.2.1.10: The editing stage is often collaborative, just like production
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Determining what software to use

Your technical and business requirements should be met by the software you choose to use. However, it is difficult
to point which software will suit you the best, as it will be your personal experience as well. There cannot be one
software right for all and below factors can help you determine it:

e Cost: Tools like iMovie and Windows Movie Maker are included with Apple and Microsoft’s operating systems.
At a higher level, Apple Final Cut Pro X for Mac and Adobe Premiere Elements or Sony Vegas Movie Studio
are available. They are better at controls and features and hence are complex to learn where fluency comes
over time. Common options used are Avid Media Composer or Adobe Creative Suite Production Premium.

o Ease of use: It depends on the user and his learning curve. It is significant to realize though that video editing
is a complicated task. Be prepared to pick up training DVD’s’ books, and even undertake training to learn
editing skills. If you will buy expensive gear and equipment then even the cost to understand it will increase.

o Editingformats: Non Lineareditingtoolsdeterminethe cameratypestobe used as many camera manufacturers
have tie ups with them. Its recommended that you do ample research on manufacturer websites before
investing in any gear. You must have prior knowledge about the equipment and supported formats.

¢ Multi-camera editing abilities: Todays demand is a multi faceted camera that can edit as well as synchronize
video angles this is the new gen cost effective and time saving method. Since angles are already synchronized
the final edit becomes easier. This is available in most of the pro level gears

e Customer support: Do your prior understanding of the after purchase service And tools for understanding
provided by the company support. Is there an explanatory DVD? Can you undertake certification to train for
the same.

Editing stages

As opposed to photography. In editing colour correction and grading is done after the assembly and not as you
select shots. It is a common method to get the assemble ready for client and team feedback and keep amending
with the flow and period till the finished output. Get to know the stages below for video editing, like mentioned
earlier depending on the cost involved they may vary. A feature film requires more edit than a news story.

e Assembly Edit: Assemble edit means arranging the sequence by putting clips together in the correct order. It
is also called the radio edit as its similar to the radio storytelling concept. This enables to understand what is
the complete length of the project and can be gathered stake holders reaction against.

e Rough Cut: This stage gradually adds elements like dummy sound tracks or additional footage but it is not as
polished as there will be no colour correction or special effects done yet. The inside truth is that many such
rough cuts are created till the producer, director and editor have complete confidence in taking feedback
from stakeholders. While watching a rough cut you must identify the missing links that may enhance the
finished product.

e Fine Cut: It is an almost complete video. This stage gives definite time length and sequence of shots. This
is the closest to the final, only polishing has to be done on it. The aim to get final feedback from client and
incorporate those, till other teams start their final task of sound and effects. Last graphics and elements are
put in and a final reaction of client is taken for last changes if any.

e Final Cut: The Final Cut is called an Approval Copy as it incorporates all the feedback, requests and changes
as per client. This is mere stage where the changes have to be only reviewed by client. Changes now cannot
be included. Professional Contracts state that Final Cut will not take in any changes as they will not be in the
scope however included.
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Delivery
It is the last stage called as .completion of project life cycle where project is published and archived.
Publish

Work must be showcased on mediums to gather creative feedback for betterment. Mediums like web, galleries
or portfolios are used to display work done. Publishing determines growth both personally and professionally.

In a fast paced media world, everything is connected with web. As ingle viral news of tele vision is already on
social media and available on the go. So publishing work on various media handles is the distribution online. It
makes it easier for clients to access and share. Today digitalized files are the game.

j Publish “Minimus the Poet Concert V1" to Vimeo

——

I Advanced | Summary |

Account: | rhedpixel :/| Add... || Remowve |

?ﬂ.simr‘d: EEBEABEERS

Viewable by: | Anyone —

Title: Drying Out — Minimus the Poet

Description: A live performanc by Minimus the Poet in Washington, DC.

Tags: | Minimus the Poet, Concert, From Still to Motion

Size: | HD 1080p Video Sharing (192 - @Set size automatically 0

Compression: | Faster encode (single-pass) s |

Cancel | | MNext |

Fig.2.1.11: Final Cut Pro X offers the ability to publish direct to video sharing sites like Vimeo and YouTube




Archive

A master file needs to be created for your project. A master file is the self contained file that you can make
additional changes or outputs to without downloading the entire project over and over. You can consider
intimating the media manager to help you gather all assets. Use efficient backup media systems as LTO tape or
Blu-ray disc.

e Export "Minimus the Poet Concert V1"

———

Current Settings

Exporl APPle ProRes 4444 0
Apple ProRes 422 (HQ) K

Video coded@ -1 [Ra LT T q
Apple ProRes 422 (LT) i

Audio file formal Apple ProRes 422 (Proxy)

After expor H.264 .|

DVCPRO HD

HDV / XDCAM HD (25 Mbps)
XDCAM EX (35 Mbps)
XDCAM HD (35 Mbps)
XDCAM HD422 (50 Mbps)

| Cancel | [ Next |

Fig.2.1.12: Creating a self-contained master file using the Apple ProRes codec from Final Cut Pro X.
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—2.1.3 Project Planning

The project planis a broad concept that not just involves creating a Gantt Chart but other objectives that determine
the project scope, schedule, necessary requirements, cost estimation of project and analysis of quality. Planning
also involves risk management.

It helps the project manager to breakdown tasks required by inputing requirements into the Work Breakdown
structure (WBS), task lists, Gantt charts, risk register etc.

Project is initiated only once the charter is approved as planning it is based on the charter document and project
requirement document.

Project Sponsor's
Requirements Team

;_ - ~
Project [[Pmlect
Deliverables Team

”ml - x w Uw \”m;m\

Fig.2.1.13: Project Planning

Why is project planning required?

Planning helps in getting a structure and also estimating risks in the project. You foresee the certain factors and

are prepared for uncertainty. In a carefully planned project, the expected outcomes and probable risks are made
provisions for already.

Although we cannot be fully prepared for unexpected outcomes even though we mention all situations and risks,
but being ready or organized helps tackle unexpected better. So we can save on time, money and resources.




Elements of project plan
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Fig.2.1.14: Element of Project Planning
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The completion of this module will enable:

1.
2.

Manage equipment and material to be used in your project.

Familiarise with different softwares/tools of video editing




UNIT 3.1: Manage Equipment and Material

— Unit Objectives ©

The completion of this unit will enable:
1. Manage equipment and material to be used in your project.

2. Familiarise with different softwares/tools of video editing

_3.1.1 Hardware Equipment used for Video Editing

HD DV camera: Camera is used to shoot video clips on spots.
Camera should be digital and high definition so that the clip
could be shot more clear.

Fig.3.1.1: HD Camera

A high configuration computer with:

e i-7CPU

e 1TBHDD

e 4GBRAM
o DVD Writer

e Additional graphic card 4 GB

e Multimedia Keyboard

Fig.3.1.2: Desktop Computer

¢ Good Quality wireless Mouse etc.

Storage Devices: A video editor needs storage devices with high volume to save and store the high definition
video clips. Storage device/media can be:

e Compact Disk/Digital Virtual Disk: DVD/CD is a compact, easy to
carry digitalized storage system that is made of molded polymer
and enables storage of recordings, audio, video, text and data
information. Tape cartridges and CD/DVDs generally replaced
the phonograph record for playing back music. At home, CD/
DVDs have tended to replace the tape cartridge although the
latter is still widely used in cars and portable playback devices.

Fig.3.1.3: CD/DVD
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e External HDD: An external hard drive is connected to the
computer via the USB or FireWire and is a storage device
for larger files, as has higher storage capacity as a common
medium for backups.

Fig.3.1.4: HDD

e  Flash Drive: A flash drive also known as USB or pendrive that
is portable, compact and used for lightweight file transfers
and uses flash memory. It is an alternate to floppy disk, CDs or
zip drivers. When inserted in the USB socket of the computer
it recognizes with a Letter, eg: Portable Drive inserted G:/E:
drive.

Fig.3.1.5: Flash Drive

e Headphone: Headphone are used to hear the sound of video
clips. The role of headphone is very favourable while synching
video and audio together.

Fig.3.1.6: Headphone

e HD Webcam: Not much used in editing but can be helpful if
some urgent clip is to be shot.

Fig.3.1.7: Webcam
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_3.1.2 Video Editing Tools

Windows Movie Maker

Windows Movie Maker is a video editing tool that enables creating movies/clips by simple drag and drop and can
add effects, transitions, titles, audio tracks, narration etc on the video. It is used for home created movies. Effects
can be changed, added or altered using the XML code.

§ ) A R
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e OoFRe minge GUXIReE SO OURO0) QOI0D) DORIRM  QEeam) DOi10) ORI  m

Taks Cheniliny

Fig.3.1.8: Windows Movie Maker

VirtualDub

VirtualDub provides pro features like compression, video splitting apart from effects, transitions and audio. It also
has processing capacity for large files and open to external filters. This software is for Windows and free.
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Fig.3.1.9: VirtualDub

Wax

Wax is suitable for home and professional use both. It is high performance software but the editing functions are
limited in manner. It does not provide advanced features like Mosaic, JumpCut, Flashhold or transitional effects,
sound effects etc like Wondershare Filmora does. You can choose to switch as your preference depending on
the level you are working. Wax however is flexible and can be plugged in to other video editors or used as stand
alone.

'ﬂﬂm atled = — Wax

Fila [Fdit Yiww [Frejeci Halp
Ol A X L= Y% @
= B & Bx By T = | = Braft Guility ata) = Uie Sefiwar's Barderar
Eedia Bins T, Mame File Path »
Za H BRachel Ger.., EiBachel
=8 The Sopres. . A The= S0 o
By 2nd2EgeTE-, .. Bilphotos
£ Eachel Get.... E:\Rachel g
B The Sopren. .. Bi\The Sol e
[E]
(2]
€ ¥
[ S madiateal |5 i g ity ] ¥
00012168 = TxT [3 pun to b e e AL RTAL
1 Hache]l Getting Narried avi =
2 =Bmche] Getting Envrie P
= Qi cle 3d ' |_
Scalex [oooe = M |
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Posx Jooo all
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Fig.3.1.10: Wax




Avidemux
Avidemux is a basic editing tool that cuts, filters and encodes tasks. It is available free and compatible with

different file formats like DVD, MPEG, MP4 etc

% CharheChocolaleFact
File Edt View Video Audic Tooks Go [Auto| Custom Help
e F = 2 = Appl v
“ Q0 =& BBl e
Optical Dise ¥
Video
Microseft Zune |
Somy PlayStation Portable
T
Audia
Copy - (
Shift:
Format
ANT, unpads YOP -
Configure
=1
Ol =
Selection
¢ o R i W o WU o, = ’ - —
FETNENSEREPET NICKTRT RART =
Frame: 0% § 1311 Time: 00:00:16.831 f 000054879 Frame Type: [ (05) -H Q01311

Fig.3.1.11: Avidemux

FFMpeg
FFmpeg can record, edit and stream videos from audio and video codec libraries as it is a collection of softwares

that work in libavcodec and libavformat. It is a paid software.

able-menal

—=enable=libvorhb

on SUN—11
1e—1ihbs

wration: -
~—gnable=1ibxvi
e

L5
. from .
Duration: 88._B84,. bitra 2 k
Stream HB.B: Video: mpeglvideo,. yuuvd2B8p,. 320x288 [PAR
23.98 thdr>
"DELTAL .flv' =

flv,. to
= Dideo: flv, yuviZBp, 3

1:1 DAR 8:=51. 184857

q=2-31,. 288 kh~

(288 [PAR 1:1 DAR §:51.

323kB time=B.38 bhitrs b .Bkbi
AkB muxing overhead 1.E

C:sFFmpegshbin>

Fig.3.1.12: FFMpeg
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Blender

Blender is one of the advanced video editors for Windows and MAC that enables 3D creations having tools
like modeling, animation, transitions etc that support most major operating systems under the General Public
License. It is a free open software.

Fig.3.1.13(a): Blender

% Blender B Ol |

Global % |y

Fig.3.1.13(b): Blender




254 Video Editor

ZS4 Video Editor is an editor software that is free and enables combining photos, videos and audio editing and
compositing. It is perfect for professionals and available free.

tie | mport | project | [T3eK| optians | _about

ange e vanables export
move point location

o [ _": § r“:

-
oot “vars.

= & Z54 Project
W viola2cioseli420.avi
= rkeep alpha
+ T:key smoother
+ % yuw/fchroma key
+ T blurr
W= move pont lacation

Fig.3.1.14: 754 Video Editor

Cinefx Jahshaka

Jahshaka is the first Open Source Realtime Editing and Effects System and is the best video editing software that
supports Linux, Windows and OS X. Being Open it gives excellent performance due to OpenGL and OpenML.

i 2 kh.
mpegivid vd2 328x288 [PAR 1:1 DAR 8:51,. 184857 K

"DELTA1.f1v
ideo: flv, wuv42@p, 3206 [PAR 1:=1 DAR 8:51. g=2-31. 288 kh/

C:nFFrmpegshin

Fig.3.1.15: Cinefx Jahshaka




Participant Handbook

Lightworks

Lightworks is an excellent editing software that provides various techniques and used in many videos that are
featured. It has a capacity to edit 256 videos and audio and hence is technical difficult to use.

e T B e
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Fig.3.1.16: Lightworks
Movica

Movica provides the benefit of keyboard shortcuts making it easier. It is a well known software , available free
and supports WMV, FLV and MPG files.

Movica - [wedding.mpeg] [_]D]>]
Ebe ook oy beb
Playen | Toace | Jon |

T -

gl L L T e
i =~

Mecda e opered Fosrn o6 [ox  foox 0
Fig.3.1.17: Movica
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Adobe After Effect

Apart from other things Adobe After Effects provides digital tracking, graphics, animation, keying and compositing.
Also facilitates non linear editor, audio editor and media transcoder. It is used in film and television making widely.

Fig.3.1.18: Adobe After Effect
Adobe Premier

Adobe Premiere is a software application that is timeline-based of the Adobe Creative Cloud. It enables s video

editing, graphic design, and web development programs. The following module will cover use of this software in
editing’

Fig.3.1.19: Adobe Premiere

'
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_ 3.1.3 Manage Equipment and Material

Gather raw footage/material (e.g. dialogue, raw camera footage, graphics, sound effects, special effects) and
select pertinent material that can be used for post-production. You should ensure that work-products are ready
as per the required technical specifications. Gather raw footage/material (e.g. dialogue, raw camera footage,
graphics, sound effects, special effects) and select pertinent material that can be used for post-production. Ensure
that software and equipment that you will have to work on are ready for use. Use correct file formats to create
backups. Make sure final work-products are prepared in suitable file formats (e.g. avi, mp4, wmv, mov and mpg)
that are compatible with mediums like DVD, MPEG etc and meet the distribution or display criteria. Make sure
your logs are emptied to ready equipment and software for further use.

You must have adequate practice with particular equipment and software e.g. Adobe Premiere, FinalCutPro,
Avid, After-Effects and sound cleaning software etc. Make sure that the material format, quality and resolution
can be ingested in the system and matches the desired output identifying concerns prior to ingestion. The storage
media you use should be relevant to the type of production. You should also ensure that file-naming conventions
appropriate to the production.
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_Key Learning Outcomes L *

The completion of this module will enable:
Work on Adobe Premiere CS 6.5
Capture and edit videos
Familiarise with the different types of Audio and Video formats

1

2

3

4. Use the different formats relevantly

5. Familiarise with containers, codec and bit rate
6

Paraphrase how to test a deliverable output.




UNIT 4.1: Edit the Production

— Unit Objectives ©
The completion of this unit will enable:

1. Work on Adobe Premiere CS 6.5

2. Capture and edit videos

—4.1.1 Adobe Premiere 6.5

Adobe Premiere Pro is Adobe Creative Cloud based software that is commonly used in film and video features.
It provides various techniques apart from video editing like graphics design, web development and is timeline
based.

Adobe Premiere is compatible with high resolution video editing for up to 10,240 x 8,192 resolution, also supports
up to 32-bits per channel color, in formats of RGB and YUV. Premeir also provides sample-level editing for audio.
It has a VST audio plug-in support, and sound mixing of 5.1 surround. Its plug-in architecture enables it to export
and import formats beyond those supported by Direct show or QuickTime, supporting a vast variety of audio and
video file formats and codecs on both windows and MacOS. For 3D editing it can be used alongwith Cineform's
Neo line of plug-ins, and can view 3D material using 2D monitors, when making individual right and left eye
adjustments.

e ' N
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Fig.4.1.1: Adobe Premiere
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Interface Overview Highlighting Key Tools

e Project Files: All your files are imported here. All the movie sequences, photoshop files, sound files etc. can
be accessed from the bottom panel where you can organize the files you are working on.

o Effect Controls: You can control effects with this panel by switching from one panel to another, like the active
one to sound controls. You can toggle, scale and rotate using the Motion control that is available by default.
You can re adjust the speech of your clip with opacity controls and time re mapping.

e Timeline View: It states the current point in your timeline.

o Effects Panel: Effects like dissolves and transitions can be found on this tab.
o Keyframe Button: You can add and remove keyframes with this tab.

e Scale Slider: You can scale your timeline by zooming in and out.

¢ Cut/Razor Tool: This facilitates cutting your clips in various parts for editing.

e Move/Select Tool: Change the default cursor by using this tool

—4.1.2 Starting a New Project

When you start a new project you have to enter your settings for it. Click on Adobe Premier icon and a window
will ask you for project specifications for video, multimedia etc.

Select DV-NTSC Real-time Preview Standard 48KHz mode to enable you to work with full quality video clips. It
also lets you see any fades, filters and effects prior to rendering. You can change your specifications as required.
Click OK once selections are entered. Click on “Save As” in the File Tab Menu and name the file.

Load Project Settings

D W escreen 48kHz
= [ ov -PaL Reaktime Freview

[ standard 32kHz
[ standard 48kHz
D W descreen 32kHz
D W escreen 48kHz

[ Huktimedia

[ wTscedox4s0

[ wrscvzox480

[ PaL

Frame Rate:29.97

Depth: Millions, Quality : 100%
Audip Settings

Rate : 48000, Format: 16 -Stereo
Cormpressot: Uncompressed
Render ng Dptions

Fied zetting:Lower Field First

s If you are unsure about which preset to select, choose the one
that best corresponds to your capture device.

— Available Presets m
— Description
[ Ef-[ oY - NTSC ”—\Cancel
- ﬁ DV ~NTSC Reaktime Preview For_edltlng with IEEE1394 (FireWire i.LINK) DV
equipment.
[ standard 32kHz Standard NTSC video (4:3 interlaced). =
[ Standard 485 48kHz (16 bit) audio. Custom...
. Drop-Frame Timecode numbering.
[ % Hescreen 32kHz Real-time Preview enabled. { Delete )
D W escreen 48kHz S —
- oY - PaL F e e Y
Ei Open...
D Standard 22kHz Yideo Settings —_—
Compressor : DY /DYCPRO -MNTSC
[0 Standard 43ktz Frarme Size 720 % 480 € Help )
[  escreen 32kHz Picel Aspect Ratio: 1 /DY NTSC (0.3) —_—

Fig.4.1.2: Starting a New Project




A preset setting can be made for you that defaults later use. Video Settings and Audio Settings are of utmost
importance.

Go to Project>Project Settings>Video to see the screen below

Project Settings

— Video B

Compressor:
[ DV /DVCPRO - NTSC H ’i Configure ? Cancel

Depth:
Millions 2 Palette ) i

Frame Size: |?2D |h [48(] ]\r [ 14:3 Aspect
Pixel Aspect Ratio:

Joluiot

—]
Frame Rate: | 29.97
- - "D1/DV NTSC (0.9) B
uality Data Rate
Low 100 |9a’ High " | Limit data rate to | 1000 | Kfsec
= || M Recompress  Always +

Fig.4.1.3: Project Settings

e Compressor: select a codec you require from the list. Use the DV - NTSC codec to export to tape or DVD
e Depth: selects the number of colors. Should be set to millions in most cases.
o Frame size: select the playback screen size, 60x45-

Common sizes:

2000x2000 ommon sizes:

»  160x120 (www)

»  240x180 (cd-rom)

»  320x240 (cd-rom/tv preview)

»  640x480 (television)

»  720x480 (raw video)

e Frame rate: standard playback rate is 1-30 frames per second (fps) but use rate more than 15 fps for a
smoother playback. However keep rate at 29.97 if saving to CD or Web

e Quality: while selecting the compression amount keeping it on a higher side will increase the file size..

e Recompress: For exporting to tape.

N
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Audio Settings

Use the pull down menu by Going to Video in the Project Settings drag down to select Audio, You can also select
Project>Project Settings>Audio.

Project Settings

— Audio B

Rate: | 48000 Hz B
Format: [ 16 Bit - Stereo M Cancel
Compressar: r Uncompressed M “ Advanced Settings : =
Interleave: [ 1 Second ﬂ

Save
—Processing Options

Enhance Rate Conversion: ' Off B Prev

" Use Logarithmic Audio Fades

{e e 1

Create audio preview files if there are: 3 |nr more active audio tracks

1 |ur more audio filters applied

Fig.4.1.4: Project Settings (Audio)
e Rate: Increase file size even though higher rates sound better
¢ Format: 16-bit sounds better than 8, but increases file size.
e Compressor: You can compress the audio using any of the codecs.

e Note: Above are examples to help understand editing process. You can use specific settings for final movie. A
slower processor supports lower resolution else slows down.

e Project Window ®06e 8 Project: untitled

Boys _mov

o Movie

240 x 180

00;00;07;14, 30.00 fps

Average data rate: 261 .42KB per second

It shows the images, sound, and video files
you that are called clips being used in the
current movie. When you Double-click a clip
it shows it in the clip edit window. You can go
to File>Import>File to import new clips and

Fite.. [Name % Media Type Duratiof b

graphics. Folders containing clips are called Bins L  Boysmov Movie 0oo...
and can be many to help you classify clips. Go (I cyclersmov Movie oo;0...
to File>New>Bin to start a new bin. You can also (I Fastslow.moy Mavie 0o;0...
add, delete and rename bins as when you import X  Finale.mav Movie oo:g...
new files or graphics they automatically go into <) Music aif Audio oo:g...
the default bin. D Veloman.eps Still Image  00;0...
m Zfinal.mowv Movie ao;o...

¢al 0w [w oo [BEE b IS

Fig.4.1.5: Project Window
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Timeline Window

This shows the audio or video tracks on the timeline in transition. The below Video 1 track is split into two tracks,
called A and B. The transition track sits between them (this is A/B Editing Mode, probably best for beginners).

eoce Timeline
E ey Ty
Hﬂ'? @, || =5 4. oo 0;00;04;00 0;00;08;00 0;00;12;00 0;00;16;00 0;00;20;00
IEl— UL E boys.mov x 73.81% 2 fastslow.mov x 30....
o[
'%[ [> Video ... ey cyclers.m...
Transition !
= \ideo 1B fastslow.mov finale.mov
Gaussian Blur
————————————

Al =~ Audio 1 ok | Musie aif Music.aif

ol = ———

B b Audio 2
W[ Audio 3

1 Second - I::l:lj’i-l:l m @E S R |
Fig.4.1.6: Timeline Window

On the upper right corner you can add, remove, name audio and video tracks in the Track Options menu.
Monitor Window

All the transitions and modifications are shown in preview in the right box of the selected clip. You can also trim
clips with this function.

6 O 6 Monitor

Source == =I=2] Program

|_I||IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII!
L 5
L4 1

A 4 b B+ e
Clip: |I:|u3rs.mw - |ﬁ I:I. ‘{ }‘ :ﬁ: ﬁ

Fig.4.1.7: Monitor Window
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Transition Window

You can see all the transition effects in the project window in this just like you see video clips. You can just drag
the transition track between Video Al and Video B1 track or you can place it between two clips.

You can use plug ins to add transitions. By dragging the blue indicator called the playhead you can view the
transition through that video portion. Also, Preview can be selected in Timeline menu.

Video Effects Window

It shows all the video effects that can be used to the current clips. You can drag the effect you require into the clip
to use the entire effect or set points by using keyframes when the effect can effect in the clip. Ensure rendering
the effect after applying it by going to Timeline, Preview.

Audio Effects Window

You can see the variety of audio effects that can be used. Audio effects do not require rendering and can be

applied as whole or by using keyframes depending on the required control.
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Fig.4.1.8(a): Audio Effects Window

Fig.4.1.8(b): Audio Effects Window
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Fig.4.1.8(c): Audio Effects Window




Other windows [-E=E-
J Effect Controls . Infa™,

frake mov @ 00 0025 23
[ Motion Setup
v [F[&
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Effect Controls: You can control effects on each clip in the timeline.

o0
EffectContraok Info
finale . mov 1 Effect | T |f;
Maovie
00;00;14;17 i | Fig.4.1.9: Effect Controls

240 x 180

Starting at: 0;00;15;13 . .
F :t: 0°00.30.00 Info: Information about currently selected clip.

Cursor at: 0;00;18;00
Fig.4.1.10: Info

Navigator: There are two outlines that show the bird eye view of the SN
project helping you to go to different parts of project easily. The green | Mavigator *, Hetory " Commands
shows the current displayed timeline and the red vertical shows the
resting of playhead. Use the green outline box to work fast through
your project. l u
[-E=E-
Mavigater | Histery ™, Commands . !:i 00;00;25;29 |ﬁ| T ||
E Mew fOpen Fig.4.1.11: Navigator
&3 Fitter Setting
£ Fiter Setting History: Records all the steps you have taken and helps you make undo
1 InFoit changes made previously or make a new edit, but with this you will
lose the steps done later on the clip
b Out Point
) ..‘ Move (e =)
= lrndos | & |,¢’ | Nawgatu:-r\l HEtnr':-,-'\l Commands
Mew Pro ject Fz2
Fig.4.1.12: History
Irnport Filke FZ
Irnpott Folder F4
Moy ie Capture FS
Commands: It has user-definable shortcuts. Batch Capture —
Insert at Edit Line Shift + F2
Owverlay at Edit Line Shift + F3
Eppk Dekte Shift + F4 |
Cuplicate Clip Shift + F& E
18 Commands = | & | & [.4

Fig.4.1.13: Commands
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—4.1.3 Importing Clips

For importing clips go to File->Import. You can select from 3 options:

Import

Export Clip Folder... O3l
Export Timeline [ Project... "C<:381

Fig.4.1.14: Importing Clips

File for a single one, Folder for a group of files and a Project to use another Premiere project.
Movie files are in the format of AVI, MOV, DML*, AVC*, PVD*

Still image files will be found in JPEG, GIF, PSD, TIFF, PICT, Al, TGA, BMP*, PCX* formats

and you can find Sound files in AVI, MOV, AIFF, WAV* formats

Animation files that are on windows version only will be in TGA, FLM, Al, PSD, GIF, PICT, FLC*, FLI*, BMP formats.
On selection of the folder it gets imported in the Bin.

_4.1.4 Capturing Video

e The VCR captures into the VHS tape.

e To capture from other analog format connect it to the front Other analog devices
A/V inputs of the VCR and select Line 2 as the input. Reset may be connected here
to Line 3 when done.

Fig.4.1.15: VCR Ports

e You can connect a FireWire cable to the media converter box
to capture directly from a DV camera.

Fig.4.1.16: Connecting Camera

Select File>Capture>Movie Capture in the pull down menu.

Capture > Batch Capture
Movie Capture
!!'npnrt S5top Motion

Fig.4.1.17: Capturing Movie




You can use the tape controls to capture video or Capture Window controls if you have a LANC connection. Follow
the basics of Record when starting and Stop when finished. The video saves itself in the project window when
done.

(&) ~ Movie Capture

Logging j Settings 3

Capture Settings

QuickTime Capture

Video Settings

Compressor: DW/DVCPRO - NTSC
Frame Size: 720 x 480

Frame Rate: 29.97 FPS

Depth: Milions

Quality: 100 %

Bonnallim o Bls

Edit...

Freferences
Caphare Location :
Video:
ik Space : 30.01GE

Device Control:
DY Device Control 2.0
Sony DCRE-4S 1000

Edit...

T [« P e
LLL “Wrne i}

Fig.4.1.18: Capturing Movie Window

Incase you fail to see video you are recording, your screen will look like the below:

Device Control:
Mo Device Control

Edit...

Enable Device Control

m Record

Fig.4.1.19: Device Control

Go to Enable Device Control button after checking your connected cable and see the below.
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Preferences

_r Scratch Disks & Device Control

M—

—Scratch Disks

Captured Movies: [Sarne as Application

Cancel

Path:

“ideo :ddobe Fremiere 6.5

Video Previews: | Same as Project

]

Pr

Path: 05X lzers pzbd Dezktop

Audio Previews: [Same as Project

Path: CO5X lzers pzbd Dezktop

—Device Control

Device: [ MNaone

# "y

Options

Fig.4.1.20: Preferences

That will bring up this window:

Select the DV Device Control 2.0 and click
the Options tab. In the window that pops up
select your Camera/VCR model.

Click on the Check Status button to ensure connectivity It will show offline is the device is not connected and

online if check was fine. Press OK to finish.

DV Device Control Options

Video Standard: | NTSC B
Device Brand: | Sony B
Device Model: | DCR-VWX1000 B

Timecode Format: | Drop-Frame B

(

Check Status Online
Go Online for Device Info )

( Cancel } _

Fig.4.1.21: DV Device Control Options

B

Timeline

T[S/ B

0;00;12;00

00;16;00 0,00;20,00
S b

R ||z 4. ;o 0,00;04,00
boys mov x 72.81%

i fastslow mov x 30

0;00,08;00
o
eyslersm
I

F fastzlow mow. |i

W D Aoz |

W[ b Aoz |

Jalr 4

Fig.4.1.22: Placing Clips in the Timeline Window




Placing clips in the Timeline window:

Begin assembling the clips into a movie by dragging them into the respective tracks in the timeline. Transitions
will be placed between Video 1A and Video 1B tracks for videos. Clips below will be overlapped by Video 2 track.
Upto 99 video or audio tracks can be made over Video 2 track. Premiere makes layering easier by automatically
arranging hierarchy from higher to lower. The higher tracks cover video clips in the lower ones eg, if my video is
in Video 3, then automatically it will cover any video | have in 2 and 1B thus making it easier for smaller clips to
layer larger ones.

Clips that have audio and video are called linked clips. The video can be linked only with the corresponding audio,
it can also be broken to synchronize with the video. Eg: a person speaking

S Bl = W el |

By using the Zoom tool in Time Unit Selector on the Timeline, you can Rl b Audio2 | ”I

focus in and out to properly adjust time and length of the clips.
properly adj g p W[ b Adiod

—4»| 1 Second hll|-=HEds q

Fig.4.1.23: Unit Selector

Customizing your Timeline:
Select Window>Timeline Window Options.

You can select the size and the period type of clips in the frame. Like the beginning or end, or just the name This
is helpful on slow processors where drawing each frame takes a lot of time. Sizes can be from small to large to
select view.

Timeline Window Options

—lcon Size —— —Track Format E
=N E =S

8 m Filenarne a
O m Filenarne

O Filenarna
—Audio
Draw audio when view is - 2 Seconds E or closer.
—Options
Count: { 30 fps Drop-Frame Timecode M

Zero Point:  00;00;00;00

On Insert: @ Shift Material in All Unlocked Tracks
) shift Material Only in Target Tracks

ESh{}w Markers | Block Move Markers

Fig.4.1.24: Timeline Windows Option
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—4.1.5 To Modify Clips

Note: The same clip can be used to use its various parts as required or to apply effects as necessary and this will
not affect the original clip. These clips are an instance of the original and don’t change on modifying.

e Moving: Select the arrow tool to drag the clip to a new location.

o Splitting: Use the Razor tool to split a single click and multiple razor tool to split the entire timeline. on.
The audio will also split when the razor tool is used.

¢ Deleting: When you select Delete, there comes a gap in the timeline when the clip gets deleted. Use Ripple
Delete to move all the subsequent clips and close the gap. One more way is to use the Lift or Extract button
to select a part of the movie in the timeline. Lift leaves a gap as well and Extract fills the gap with subsequent
clips. Ensure to use the Target Pull down, select target track to see the clip you are removing.

e oee Monitor

rack ?
selected) "l and Extract

Fig.4.1.25: Monitor

Trimming: Trimming helps in changing the duration of the clip by cutting or trimming the beginning or end.

You can trim in many ways:

1. The fastest way is to place the cursor at the beginning or end and see the Ripple Edit tool to drag the length
you want to trim. You can only shorten using this tool.

2. Aprecise way to trim is using the Edit Window in the timeline, use the Play button to view and select the spot
you want to trim or end.

3. For setting a starting point Press In [ to set a starting point. Press Out [t to set an ending point.To confirm
Press[__#iy . The clip on the timeline will be trimmed accordingly.




NS~

B O 8 TicClip: boys.mov - 0:00;00;00

F'-F'F'|2r

Fig.4.1.26: Movie Clip on Monitor

Audio

You can control audio related factors here, click on the speaker to put sound on or off, besides this icon you can
click to lock or unlock the track. The triangle icon shows track controls. These four controls can turn sound wave
on or off, the second controls audio effects. There is a red button that can be pulled along the band to increase or
decrease volume and the blue button can pan to left and right. Various handles can be used for complex sounds.

Wil = Audio 1 | Musie aif

[ [ x]

Fig.4.1.27: Audio Selector
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Previewing

This version of Premiere lets you see the effects you have applied in real time by placing your playhead at the
beginning of your clip or at the position you want to check the effect. You can press Enter key on keyboard or
Preview on timeline menu. Effects have to be formally rendered prior to saving the movie.
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—4.1.6 Toolbar

On the top left of the timeline window you will see many tools available for editing. Some have a small triangle at
bottom stating more options in the tab where you can see the hidden tools. Some tools are shown in the pop up

window when you click and hold a tool down. The page after gives description of each tool.

4

Selection Tool (v from keyboard)

This tool selects and moves clips, transitions,
and markers one at a time. It changes into a
stretch pointer when positioned over the edge
of a clip, alluwing you to shorten or lengthen
the clip by dragging.

K

Razor Tool (¢ from keyboard)
This tool splits a clip on a track into two
distinct clips.

Range Select Tool (m from keyboard)
This tool drags to select multiple items in the
Timeline. When multiple items are selected
in the Timeline, many commands from the
Clip and Edit menus can be applied to all
selected items.

E

Multiple Razor Tool (¢ from keyboard)
This tool splits all unlocked clips at the
point at which it is clicked in the Timeline
into two distinct clips.

This tool selects all clips on a track, from the
first clip clicked to the end of the track.

i1 | | Block Select Tool (m from keyboard) I »€ l Fade Scissors Tool (¢ from keyboard)
====2 | This tool sclects a segment of equal length == This tool creates two handles next to each
from all tracks in the Timeline. other in the Fade control section of an
audio or superimposed clip. With two
handles, you can make adjustments that
sharply increase or decrease the fading at a
point.
t31] | Track Select Tool (m from keyboard) Iﬂ' Hand Tool (h from keyboard)

This tool scrolls the contents of the
Timeline to display different areas of your
movie. Scroll the window by dragging.

Multitrack Select Tool (p from keyboard)
This tool selects all the clips in the Timeline
that are placed to the right of the point you
click. This includes clips that start on an
carlier part of the Timeline and extend past
the point where you clicked.

B

Zoom Tool (z from keyboard)

This tool performs the same function as the
time unit popup window at the bottom left
side of the Timeline window. Zoom in by
clicking on the timeline where you want to
zoom in. Zoom out by holding down the
Option key and clicking on the Timeline.

E

Rolling Edit Tool (p from keyboard)
This tool adjusts the length of a clip and its
adjacent clip to maintain the original
combined duration of the two clips and all
subsequent clips.

E

Cross Fade Tool (u from keyboard)
This tool creates an automatic cross
dissolve between two audio clips. To
create the cross dissolve, click the first
audio clip, then click a second audio clip
that overlaps the first.

[+

Ripple Edit Tool (p from keyboard)

This tool adjusts the duration of a clip
without affecting the duration of other clips
on the track.

Fade Adjustment Tool (u from
keyboard)

This tool uniformly adjusts a segment in
the Fade control section of an audio or
superimposed clip.

2

Rate Stretch Tool (p from keyboard)
This tool adjusts the duration of a clip and
adjusts the speed of the clip to fit the
duration.

[#

Link/Unlink Tool (u from keyboard)
This tool creates a soft link between an
audio clip and a video clip.

H

Slip Tool (p from keyboard)

This tool shifts the starting and ending
frames of a clip forward or backward without
affecting anything else on the Timeline.

=

In Point Tool (n from keyboard)

This tool sets in points for movie clips,
audio clips, transitions, and the work areas
bar.

E

Slide Tool (p from keyboard)

This tool preserves the duration of a clip and
the program duration by changing the In and
Out points of the preceding and following
clips.

E

Out Point Tool (n from keyboard)

This tool sets out points for movie clips,
audio clips, transitions, and the work areas
bar,

Fig.4.1.28: Adobe Premiere Toolbar




—4.1.7 Transitions

Go to Windows> Show Transitions

Transitions always happen between two track A and B. To place the transition between them drag it from the
transition window to timeline transition track where it will go blue when accepting the transition in by filling the
gap between A and B. Keep a good hole in A and B to overlap the transition track fully for both laps. In case using
the Single Track Editing option when you drag a transition the colours will invert accepting the transition their in
editing keep till invert.

You can change transition settings by double Page Peel Settings
clicking the transition thumbnail to open a
dialogue box where you can manipulate sliders Start= 27% End=100%

transition will work from B to A or otherwise
there is a arrow beneath the thumbnail to do
so. To manipulate the forward or backward
direction use the thumbnail at the top right
while the white arrows will control overall
direction. There are some transitions that have Fl
a toggle to smoothen. Every transition has a |

different option

to set the percentage of transition which are
below A and B, for setting which direction the A

(Can{el) “

Fig.4.1.29: Page Peel Setting

—4.1.8 Virtual Clips

Virtual clip is the original clip on the timeline, that is referral clip hence all changes on original will reflect on the
virtual also, including deletion. Premiere lets you choose a cross-section of the time line and make it a virtual
clip. By using the Block Select Tool that you will find to the right of the Arrow tool to select and drag an area
to another location. Although the new virtual clip contains several tracks it will require only one. You can use
complex transitions to layer several tracks.

—4.1.9 Video and Audio Effects

Go to Window>Show Video Effects to open the Video window alternatively you can go to Video tab in the Audio
effects window, using a simple drag and drop apply the effect on the timeline. To further adjust your selection
use the Effects Control window. To see how the transition works use the Preview tab from Timeline or move the
playhead.
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Audio effects can be applied just like Video effects by the Transitions N ]

tab or by Show Audio Effects under the Window menu. Use the same Transitions ) Wideo =, Audio #
method as drag and drop and control adjustment in the Effects Control
window. Audio effects do not require Preview to be heard

A chosen effect works on the entire clip however use Keyframes to select
the end and beginning of the transition. You can add more keyframes
by the playhead by adding a new point and clicking on the keyframe

Ei Irnage Contral
navigator.

ffj Fer-spective

L Pocelate

Popup menu will appear at the beginning of the keyframe track when
you add more than one effect to let you toggle between applied effects. [ﬁ DuikT e
You can also combine effects, but that will increase rendering time for

each effect added. To Control each effect, Go to Window>Show Effect (3 Rencer

and control by the Effect Control window. F Force Render

5 Lightning
&ﬁ Farnp
Ei Sharpen
[ stylee

>
>
p 5 Tive
>
>

4 ¥ ¥ ¥ YV¥YIYTVYY

[?j Transform
[::i Video

&3 Effects éa O] 7 |2

Fig.4.1.30: Video Properties

Keyframe
navigator

4

Fig.4.1.31: Keyframe Windows

000

Controls J Effect Cuntrnls\l\lnf-:u\\ {BI
All the parameters for adjustment of effects can be seen here. fnale.moy i@ 000021 29

Each keyframe can be set to parameters as per requirement by | Motkn Setup m|
clicking on the applied effect on the keyframe .You can decide the v [F 15

changing time and Premiere calculates the smooth progress within 0.00

each change.

= [ [& Lightning
Startpont || (180,240)

End point :|:| (540, 240)

Segrnents T .
ray 5

v

2 Effects | & |z

Fig.4.1.32: Effect Control




Motion 000 |
Go to video options>Motions after selecting a clip to Rotate, | Effect Controls “{_Infa™ @
Resize, Move or Distort on the timeline. You can also use Vekbrnan.eps - Edit lne & outside of clip
the Effects Control window to open the motion dialogue F Mation Setup
box. There is a thumbnail that is attached to the clip path 2

. . . r Transparency Setup
where you can adjust or create a new point that has its own
rotating zooming or distorting edits.

2 Effects | @ |4

Fig.4.1.33: Effect Control (Motion Control)

f
]

Motion Settings

Cancel

Load...

Visible Area

Save...

Center

Reset

e

—Alpha DShDW All
[ Show Outlines
) Use Clip's 0
Show Path
f®) Create New == Y
[} Smooth Mation v
- 0% 1]
Time: | — I oo;14;18 .
—Fill Color —Click on a Point Above
Info: g0 at ’ Distortion
rotatin: [P J° ;
zoorn: (TR %
Mation : i]_'mear m

Fig.4.1.34: Motion Settings

You can increase the speed or slow down the speed. Use the Motion Pull Down button for every point for the
path. Additional treatments like filling a background color by the fill color tab and smoothening the motion by
Smooth Motion tab. There are many existing settings in premier that can be used which are available in the
Premier folder in your Hard drive. You can select the required motion by going on the load button in the motion

dialogue box within the folder.
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Superimposing

Superimposing helps you edit the visibility of each clip by placing clips on top of each other. Select a clip on
the video track apart from video 1A or 1B then go to Choose Clip>VideoOptions>Transparency... to open the
Transparency Settings window.

Transparency Settings

Matte Color

7

N

‘ Choose... |

Key Type: [ White Alpha Matte M

similarity= B
Low High 'ﬁ Reverse Key
Blend = __| Drop Shadow
None Eigh ! Mask Only 1
Threshold Smooth: None 5
0% 100

Cutoff= (Cancel) —

Fig.4.1.35: Transparency Settings

You can achieve various effects by selecting different types of keys in Premier. Superimposing also called as
keying. Commonly the color window is use where on clicking the window you can choose the color you wish to
work with. You can also make use of the many sliders in it.

Adjust the area of the clip you want to use the key on by manipulating the white squares in the corner of small
preview window that appears. See the effect of the applied key in the Page Peel Icon.

—4.1.10 Some Keying Types

Chroma: Television uses a key called Chroma which lets you choose color transparency or a color eg. Weather
maps done by Meteorologists. Successful keys are uniform in color and keys actually work by deleting certain
colors eg. To remove the backgrounds behind the person have them against the single color wall. O Remove the
shadows of the person by using many lights to highlight a person to eliminate any key color on their clothing or
body. Now Premier can be used to select the color and make it transparent. Letting the video of the track showing
through. Professionals to use a distinct green or blue color.

o
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Luminance: Gray values are keyed out.

Alpha Channel: Alphaisthe transparent Channel. Adobe Premiere has alpha channels that are added automatically
in tittles even Adobe Photoshop has alpha channels for Images.

Titles

A superimposed text on a clip or on a color background that uses a alpha channel is called Tittles. Go to Select
File>New>Title

You can also click at the bottom of the Project window and select Title. In the Title Designer window select
the type of title you wish to make from the Title Type pull down menu. Options will be Still, Roll, and Crawl. By
Selecting the “T” tool, click and drag in the window to where and how you want the text to appear.

In the Object style tab you can select options like font, size, justification, etc and also make basic shapes by the
shape tools in the toolbar. Also customized templates can be chosen to complete all the design. By saving them
you can use them later.

®O00 "2 Adobe Title Designer: untitled 2
Title Type: | Stil I-—:j ‘ 4 Templates... N ashow Videa 00000918, ‘ Iﬁl
= S — Dbject Style ®_
== Properties F—F
T Font
Font Size 85
N@ Aspeet A1
Leading "5
@ §&+ Kerning o
@_ N Tracking o
== Baseline Shift o
S Slant 0
e
B ICI zmzll Caps . |
B \ mall szs Size 5%
Underline z
[ Distort
= M Fin
Fill Type Sald b
Color mﬂl
Dpacity 100% pr
[» | Sheen ’
[ ] Texture :
[+ Strokes b
— Styles @— — Transform
Opacity
X Position
T Position
Width
Height
= Rotation 18.5°
Vi

Fig.4.1.36: Title Designer

The white lines are Safe Areas that indicate the width the text must fit in to, if you exceed them it cuts the text.
After completing the title, close the window and to save the file at chosen location. The title will be in the default
bin automatically.
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Title over video: Drag the side of the tittle clip to extend to the length you require and automatic alpha channel
key is applied by premier. You can then add motion effects to the tittle. Ensure that the tittle clips you are working
overlap each other.

Text Rolling

Go to tittle type menu and select Role then using the Text tool make in area that you want to roll a text. You will
see a scroll bar on a text area if the text goes out of the screen. Make sure the safe area that’s the inner white
lines are not exceeded. Once you done inputting the text using the Arrow tool place the text up and continue
writing you finish then select Crawl option in tittle menu to set scrolling On or Off screen. The saved Rolling effect
text will be in the last selected bin. Now just drag it to Video 2 track to key over the video. Adjust the length and
width of the text as require.

Making Crawling Text

To make crawling text select Crawl from the Title Type pull-down menu. Click on the Text tool [T] and drag an
area that will have your text crawling. If you see text extending just use the Arrow Tool to move to the left and
extend the box as needed. Select Roll/Crawl Options from the title menu and set specifics as to how. Drag this to
Video 2 and it will be keyed over the video. You can set the width and time for the text roll. Now you can preview
your text.

—4.1.11 Safe Areas and Colors

Any software will give technical restriction for the broadcast output and the producer should know these.

There are two areas that are to be aware of: The Safe Action Area is the defined boundaries or edges that cannot
be exceeded while placing objects or actors, else they will reflect similarly on the television screen. The safe title
area gives the outlines for the titles or graphics as distortion is usually around the edges. The NTS Safe Colours
are ones that restrict colour bleeding or saturation on the final output, specifically Red sometimes tends to bleed
into other colours or graphics. Premier 6.5 gives warning if the colour tends to be unsafe

The actual numbers for a safe 640x480 display are:
o Safe Action Area: 81% of screen, 576x432 of 640x480
o Safe Title Area: 64% of screen, 509x384 of 640x480




—4.1.12 Compiling the Movie

Once you have finished assembling clips you can make a QuickTime or .AVI file of the completed movie. The file
can run on a CD rom or a harddrive without starting Premiere

Go to File >Export Movie and adjust settings as required for the format

Select QuickTime File Exporter to make a QuickTime movie for the Web. In the Advanced Settings set your audio
and video compression preferences. Fine tune the settings in Options after applying your necessary bandwidth.
Find below some settings:

Hinted track is required for streamed QuickTime movies to stream properly.

You can manipulate compression, frame size, frame rate etc just like the setting window that has been explained

in earlier unit.

Below are some recommendation however you will have to try out combinations to get best results.

Stereo or Mono

Internet/ Presentation/ CD-ROM CD-ROM TV/Video
www Power (4x) (2x)
Point
Frame 160x120 320x240 320x240 320x240 640x480 (min.)
Size
Frame 5-10 15-20 15 15 30
Rate
Codec(s) Sorenson Sorenson Cinepak, Cinepak, Depends n video
Sorenson, MPEG | Sorenson, MPEG | card
Audio 11/8/M 44/16/S 44/16/M 22/16/M 44/16/S
KHz/bits/

Fig.4.1.37: Video Rates
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—4.1.13 Adding Other Objects

The following objects can be added to your project bin either by selecting them from the File menu or by clicking
on the Object icon in the Project window:

Color background

Select a color from the color picker to add a color background. Give the selection a name and then once you see
it on your project window you can drag it where you want it to be applied on your timeline.

Movie Countdown

Follow path File>New>Universal Counting Leader where you can set a 10 seconder countdown to your movie and
in the dialog box you can choose the background colours, line targets, wipe and numerals as required. You can
also go to the Project window and select the Object icon for the countdown. Once you click OK it will appear on
the Project window where you can drag and place it where required.

Offline File

An offline file lets you work on the project till you get the video to use. Like filling the aftermath for the missing
video. Simply by giving the name to the file, enter the start and end time if known and it will get added to the last
selected bin in the Project window to be dragged and use when video is got.

Black Video

Its just a 5 second black graphic that can place a black break within the created movie as required by dragging and
placing on the timeline. The length can be decided by pulling its edges as its defaulted to 5 seconds.

Color Bars

Colour bars help set the colours correctly for the television broadcast. Hence use of these is recommended if your
video will be on television.




—4.1.14 Mini Project - Adobe Premiere CS6.5

Note: Start Premiere 6.5 by double clicking on the icon. By default the Project Settings window will open. We will
experience the benefit that Premiere provides us of Real time Viewing, hence below the DV — NTSC Real-time
Preview folder, select Standard 48kHz as project settings. If you don’t see the folder click the small gray triangle
to open. Click OK to finish and Launch.

Proceed to go to File >Import>Folder.

Browse in the Adobe Premiere 6.5 application folder and
select Sample Folder.

Import

Folder... 8l
Project... "CG31

Select by the Choose button and the contents of the sample Fig.4.1.38: Import a Video

folder will be imported into Bin 1 in your Project window

You should see the following files placed in the Sample Folder: Boys.mov, Cyclers.mov, Fastslow.mov, Finale.mov,
Music.aif, Veloman.eps, and the movie we are trying to recreate, Zfinal.mov.

® 06 " Project: untitled
boys_mov
Movie
240 x 180
00;00;07;14, 30.00 fps
Average data rate: 261 42KB per second
7 ite... | Mame ¥ Media Type Duratin‘L
m boys_mov Mowvie oo;0...
m cyelers.mov Muovie oo;0...
m fastslow.mov Movie oo;o...
m finale.rmov Muovie oo;0...
cl]  Music aif Audio oo;0...
D Velorman.eps Still Image 00;0...
m‘; Zfinal.mov Muovie oo;0...
¢a| om0 (B FEIC 4[> 4

Fig.4.1.39: Project Creation

Before beginning lets see the movie we are trying to work against. Double click on the Zfinal.mov icon and you
will see a new window open where the movie will start. Watch the movie to understand what we are shooting
for. Open the window anytime for reference.

A perfect view is required for our timeline. So since our movie is
upto 30 seconds we will set the Time Zoom Level to 1 second unless
its already set to the same to be able to see the movie without
having to scroll. Go to the Timeline window and Select 1 second
where you will see numbers on the top.

iFﬁJI [* Audio 1
M3 B Audio 2
M3 b Audio 3

1 Second - |§;!|1‘5E| H 5% 8= E!

Fig.4.1.40: Inserting Audio

There will be automatic one second time interval. You can choose
the Time Zoom to adjust level as required.
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T ATie 1 o0 | Maseart Let us proceed to add the audio track. Open Music.af in the
Project window and drag it to the Audio 1, when you see it
& o[ = eiSme s imetme®mSd turning black it is ready to take the audio in. By clicking on
[ b Audo2 the triangle you see close to Audio 1 you can see track sound
o a3 wave. This will help synchronize the sound and the video.

1 Second r B0 @ s es O
Fig.4.1.41: Add Soundtrack

The finished movie starts with boys.mov clip. Double click on the boys. Mov in the Project window to open it in
seperate window. You will notice that the clip is longer than the one you see in the final movie. Hence we will drag
it in the timeline and edit it according to our requirement. Use the playhead that is a blue downward-pointing
arrow to move to about 00;00;04.03. After which click on the right-facing bracket at the bottom of the clip
window. Which is: } This will set an outpoint for the video. The play area will become yellow, stating the cropped
area of the clip. Similarly set an inpoint for the clip by clicking on the left-facing bracket, near the play button but
we don’t require it in this clip. Now drag the video from the clip window into Video 2 track. The track will turn
black accepting the keying.

T Rl W A R EEd WEAEFTH a0 BdEE W

( ﬁ CJ ﬁ ﬂtlip: boys.mov

e

Fig.4.1.42: Movie Clip on Monitor




NS~

Since our video is little shorter, we will lengthen its duration

Just a little by using the Rate Stretch Tool. You should see it in

your tool bar otherwise just click and hold down in the area marked
above in red. Our required video length is 00:00:05:18

To have the clip timing as is inaccurately see the clip’s length in the

timeline, select show info option in the timeline ,the Info

Select the Rate Stretch Tool and position it over the right edge of the
Boys.mov in the Timeline window.

Fig.4.1.43: Monitor Tools

A tools icon will appear there. While looking at the Info window, drag the right side of the cursor till 00:00:05:18.
Now we have increased the length of the movie and it will play slower. Now the movie and audio will have
synchronized. Watch it to confirm.

0o0

| Effect Controls “~| Info ™,

boys _mov

Movie x 73%
00;00:05;18 ]
240 x 180

gl= — =
Jo300 . _ opogson

beys.mov x 73.81%

Transition

[» video 1B

Starting at: 0;00;00;00

Ending at: 0;00;05;18 I .. ZTE D - S
Cursor at: 0;00;05;15

.
Fig.4.1.44: Movie Info Wi P Audicz S
i P Audic 3

Fig.4.1.45: Merging Audio and Video

In our reference movie the video also fades in for applying this setting select the small triangle next to Video 2
to see control icons. Select the red square with the diagonal line passing through it. There will be a red line (the
Opacity Rubber Band) that appears under the clip. This will controls the opacity of the video and is not available
on the Video 1A and Video 1B tracks hence we have used it on VIDEO 2 Track. Keep it at 100%. By clicking on your
arrow tool, then click on the red line till 1 1/2 seconds into the clip at the third tick mark. A keyframe will appear
on the red line. Now pull the point to the left of your new keyframe down to the bottom so that the red line will
angle up to your new keyframe. This will set the opacity to 0% at the start of the clip and will gradually change to
100% opacity at 1 1/2 seconds letting the clip fade in. Wasn’t that simple?

W T \ideo 2

—J' -I—-l—-l—-l—-l—-h-l—-h-l—-l—-h-l—-l—-l—-l—-l—-l—-h-l—-h-h-l—-h-l—-l—-l—-!
s Bl Coi i e —— |
X = AL

Fig.4.1.46: Video Fades up from Black
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Move to the next clip cyclers.mov, open it by a double click so that it opens in the clip window. Make a right
bracket (outpoint) at 00:00:02:21 and then drag it onto the Timeline in the Video 1A track. Place is enough to
have it close to the right of the clip you have placed in the Video 2 track. It will fall into place there.

Cillh el | 12
M= 4| pooo 0,00;04;00 pet 0,00

bays.mov x 73.81%

Fig.4.1.47: Adding Next Clip

Open a new clip (fastslow.mov.), put in point as 00:00:00:00 &
00:00:04:17 as out point. Drag the set video to the timeline in
the Video 1B track but just by 1 second overlap it in Video 1A.

Watching the Info window closely, to the left of the clip start E eyelersm...
at around 00:00:07:00 for where you are adding to the end at

point when Audio 1 track changes. |E

“ fastslow.mov

Fig.4.1.48: Adding Next Clip

Go to Windows> Show Transitions to add the transition we want. Click the grey icon adjacent to Dissolve folder,
select Cross Dissolve. A dissolve example will open. Now adjust the start and end time on each movie clip for
starting & ending dissolve with, however we will leave it at starting 0% and ending at 100%. Close the Cross
Dissolve window. Pull cross dissolve icon (from Transitions window) to a position on transition track in between
tracks 1A & 1B of Video. It would move in overlap location in between two clips and automatically fill up the
space for overlap length of the two clips.

With Premier since we can preview the transitions we have without rendering, let us see what we have done till
now. Begin with moving your cursor to 00:00:00, then under the Timeline Menu and Select Preview to see how
its looks in real time. Stop the preview once the video stops. Else the soundtrack will keep playing. However this
is just an idea as to how the finished output will look but there still have to be formal renders to be made to get
the finished look.

Window Help

Render Work Area Render Work Area
Render Audio Render Audio

Fig.4.1.49: Preview Fig.4.1.50: Rendering Work Area

Window Help

Preview




Move on to double click on the fastslow.mov to open in window. Place the in point at 00:00:04:18 location & out
point to be at end. Move clip down to Video 2 track at point 00:00:11:18 on timeline. Make sure that clip is in
video 2 or higher for adding transparency. Now we will proceed to add fading effect, that is transparency.

O 06 Ficip: fastslow.mov -

Fig.4.1.51: Movie on Monitor

See that the sound wave is shown in the Audio track 1, else click on the triangle near to Audio 1 and select the
first icon to see it. See if the last video clip aligns with the Video 2. If it is a subdued part then the video and audio
will sync. The clip is also shorter to cover the length of the sound track. By selecting the Rate Stretch Tool to drag
the right side of the clip till it can be placed where the music will stop suddenly. This will slow the video clip down,
but that’s the effect we want here.

— B
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Timeline

0;00;18;0

fastslow.maowv x 30....

cyelers.m...

==

video synched
R with audio

h fastslow .mov

Fig.4.1.52: Audio and Video Syncing

At this section there is a fade to black in the final movie, so in the Video 2
track, ensure you see the opacity rubber band. Click at 00:00:14.14 point | p.o0;12;00 $ 0,00
and move keyframe to end to bottom for the red line to come down to 0% ' e E—
opacity, like the earlier clip.

fastslow .mov « 30....

Fig.4.1.53: Fade-up Point on a Video

The next clip is the finale.mov and this does not require any editing, hence we will just drag and drop it from the
preview window to the Video 1B track. At the Window menu select Show Video Effects to blur the clip. From the
Blur folder, choose Gaussian Blur, and the move it on clip on 1B. When clip will blink blue your file will be dropped
on with the filter. The filters, audio and video get applied directly on the clips whereas the transitions fit between
the clips automatically. When the green line shows above the clip the filter will have applied. Get the rubber band
for the Video 1B by clicking the triangle near the video. 2 white boxes will appear in the track.

6.0 i

| Transitions ™| Video | Audio
» 3§ Aduse %
v (J s '

e Antialias

&ﬁ Channel Blur

&ﬁ Diractional Blur

| @ Fast Blur —
I Transition
. ﬁ Gaussian Blur = Viden 1B
finale .mov
Ghosting !
Gaussian Blur
(S ﬁ Channgl 4] ? _______________________

Fig.4.1.54: Adding the Last Clip

N
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We will not apply the Gaussian Blur on some of the clicks to avoid it affecting the whole clip, only towards the end
of the clip. On the timeline of finale.mov of Video 1B drag the left white square till 00:00:24:14 Next move the
blue traingle to about 00:00:26:00 and add keyframe. You will see a white diamond appear and the 2 triangles
have changed into diamonds as well.

Music.aif . 1w

Fig.4.1.55(a): Setting Gaussian Blur to Keyframes

oo
| Effect Controls . info™ k
finale.mov & 00;00;26;01

Click on the diamond that you made at 00:00:26:0. Go to
Windows>Show Video Effects and drag the Blur control for the
Gaussian Blur to 8.2. Set Blur at 0.0 for the first diamond (at

00:00:24:14). This causes the blur to occur gradually between the B Mar i
two diamond. = A Gaussian Blur
Blurriness 8.2
N
Blur Dimen... | Horizontal... |[i&
1 Effect '@ |4

Fig.4.1.55(b): Setting Gaussian Blur to Keyframes

Since the clip is not as long as the audio track, we will lengthen it. Instead of playing with the clip’s speed we will

stretch the last few frames. Put your cursor at about 00:00:30:00. With the help of Razor tool, k@* cut the clip
at where you have the cursor. It will separate the clips in two. Using the Rate Stretch tool stretch the last clip out
till it aligns with the end of the audio. We are almost there now.

Next we will add the finishing section of the spinning logo. Select clip Veloman.eps and drag it down down to the
Video 2 track starting at around 00:00:24:14. Drag the right side of the clip with your arrow tool till it moves to the
last. For setting transparency, choose box adjacent to transparency in Effect Controls window. Select White Alpha
Matte next to Key Type and the white alpha matte will make the white background become transparent. Check if
the page curl icon is selected to see the Veloman logo appear in the background over the bikers.
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Transparency Settings
Matte Color

I & ;
Key Typg: White Alpha Matte m

Similarry= B
Low High _ Revarse Key
Blend = _ | Drop Shadow
None High - Maslf: Only
Threshold Smooth: None ;!
0% 100

Cutoff= (cancel ) € oK

Fig.4.1.56: Transparency Setting

Go to the Motion Settings window appears with the Video 2 selected and Select white square which is to left of
Visible Area by clicking on it. Put Zoom value to 15% and set the value by use of return key. The logo will get small.
Now move the logo at the Visible Area edge.

—Click on a Point Above
info: #0 at A B \visible Area
rotation: [P |
Zoom: mﬂ 15 *
oeiay: IR ]*

— T
Mation: {-|inear H

Fig.4.1.57(a): Motion Setting

—Click on a Point Above
Info: #1 at D IEI —
= Visible Are=
rotation: (4 [T][1[T[T{T{TTIT[T{TT™ L
zoom: [QTTITITTITITTIIOOMA;
Dety: MR ]*

"B

Motion: | jnear =

Fig.4.1.57(b): Motion Setting

—______B__________




Click on centre of dark black line in Visible Area to add another keyframe and move it to the middle of visible
area. Set the Zoom to 100%. The logo will increase when it gets in the middle and reduce towards the right. We
require it in the middle for a bit, so set Delay to 15%. Click the OK button.

—Click on a Point Above

Info: #1 at |4 | |? |

ratation: [Q[TTTTTTIIIIIME |
zoom: [QIITTIITIITM 1o ]
Dielay: m 15 =

——
Motion: ' inear H

Fig.4.1.57(c): Motion Setting

Go to Preview to see your finished video.

SO0

Monitor
MO0 =

Building 2 of 3

ISesssesseseees (Stt:-p )

[z Frame 339 of 497 Est. Remain: about 5 minutes

Fig.4.1.58: Preview the Video
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UNIT 4.2: Audio and Video Formats

— Unit Objectives ©

The completion of this unit will enable:

1. Familiarise with the different types of Audio and Video formats
2. Use the different formats relevantly

3. Familiarise with containers, codec and bit rate

_4.2.1 Video Format

Video formats have two technologies that are distinct and different: containers (sometimes called wrappers)
and codecs (shortform coder/decoder). Video formats are difficult to understand as codecs are used inside of a
container.

What is a Container?

The container tells us about the file structure like where and how they are stored in different pieces and
interleaved. Also tells us what codecs are used by which pieces. It can tell us whether an audio codec or video is
used. It packages the video and its components (audio/metadata).

What is a Codec?

A short for "coder/decoder" is called Codec and is a method of encoding video or audio files to byte streams. It
is apex component to determine the quality.

How do they work together?

The container can be thought of as the file itself and the contents become codecs. A good format can have a lot of
codecs. Eg: MOV, .MP4 and .AVI containers can hold variety of codec data. The quality of the video is dependent
on codec.

Why is it so complicated?

This may seem simple but it is not as the common terms may be confusing. To make it even difficult, software
companies try to simplify their documentation and instructions by neglecting this complicated difference. The
outcome is that people assume that phrases sucs as giving MOV or MP4 file are fine to talk about video. Mpeg—4
define both container & codec which makes it more confusing.




_4.2.2 What Video Format Should | Use?

File size and quality

Digital Storage Space: To understand the requirement of storage space of a project will depend on the device
you are using and the quality used to record. Digital video requires around 200 MB p/m of footage, perhaps upto
12 GB p/h.

Frames per Second: Increase in the FPS will outcome a smoother image by having more images included. The
standard for FPS is 29.97. Reducing the FPS will make the video abrupt and not smooth

Video Bitrate: Bitrate is a measurement of the number of bits that are transmitted over a set length of time. Your
overall bitrate is a combination of your video stream, audio stream & metadata in your file with the majority
coming from your video stream. The higher the bit rate the better the quality the bigger it will be.

Resolution: The amount of pixels that are there in the images of the video is referred to as resolution. It states if
your video is SD or HD. The image is clear and big with higher resolution.

AR

I 1280 x 1024 I i . -

QSXGA | b
2560 x 2048

_4.2.3 List of Most Common Codecs

e MPEG (Motion Picture Proficient Group): there are 3 types, MPEG 1, 2, and 4.

e MPEG -1: It is a common choice for web and traditional, efficient method (at least up to 352x240),

e MPEG-2: A MPEG format that has good level of compression. (720x480.) Utilized in HDTV, DVD, and SVCD.
e MPEG-4: A family of codecs, some are open and others are Microsoft proprietary.

e H.264: It is component of MPEG--4 codec which is widely web based used codecs for videos.

e MPEG spinoffs: mp3 (for music) and VideoCD.

— B
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MIJPEG (Motion JPEG): A codec comprising of a stream of JPEG images popularly for digital cameras,and
effective for editing videos, however has low compression quality and not fit for web distribution.

DV (Digital Video): Fixed at 720x480 @ 29.97FPS, or 720x576 @ 25 FPS and utilised for video taken from
firewire with a video camera. It lacks high compression parameters.

WMV (Windows Media Video): A group of Microsoft proprietary video codecs. From version 7, it has utilized
a specific format of MPEGA4.

RM (Real Media): a closed codec made by Real Networks used streaming video and audio.

DivX: primarily used in early ASF (incomplete early MPEG--4) codec within an AVI container; DivX 4 and
further are a more full MPEG--4 code. It does not restrict resolution. It cannot be found easily for Mac and
Windows players and needs more horsepower to play than mpegl, but reduced for mpeg2.

Sorenson 3: Apple's proprietary codec, widely used for distribution ofmovie trailers (inside a Quicktime
container).

Quicktime 6: Apple's implementation of an MPEG4 codec.

RP9: a very efficient streaming proprietary codec from Real (not MPEG4).

WMV9: a proprietary, non--MPEG4 codec from Microsoft.

Ogg Theora: A relatively new open format from Xiph.org.

Dirac: A very new open format under development by the BBC.

_4.2.4 List of Most Common Containers

e AVI(Audio Video Interleave): A Windows' standard multimedia container. MPEG--4 Part 14 (known as .mp4):
is the standardized container for MPEG--4. FLV (Flash Video): the format used to deliver MPEG video through
Flash Player. MOV format: Apple's QuickTime container.

0OGG, OGM & OGV: Open for all and standardized containers.

MKV (Mastroska): Open format--specific container noticed while downloading anime.
VOB (DVD Video Object): It's DVD's standard container.
ASF: A Microsoft format designed for WMV and WMA—files can end in .wmv or .asf

—4.2.5 Sample Bit Rates

e 16 kbit/s — videophone quality (minimum necessary for a consumer--acceptable “talking head” picture using
various video compression schemes)

128 — 384 kbit/s — business--oriented videoconferencing quality using video compression

1.5 Mbit/s max — VCD quality (using MPEG1 compression)

3.5 Mbit/s typ — Standard--definition television quality (with bit--rate reduction from MPEG--2 compression)

9.8 Mbit/s max — DVD (using MPEG2 compression)

'
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e 8to 15 Mbit/s typ — HDTV quality (with bit--rate reduction from MPEG--4 AVC compression)
e 19 Mbit/s approximate — HDV 720p (using MPEG2 compression)

e 24 Mbit/s max — AVCHD (using MPEG4 AVC compression)

e 25 Mbit/s approximate — HDV 1080i (using MPEG2 compression)

e 29.4 Mbit/s max —HD DVD

e 40 Mbit/s max — Blu--ray Disc (using MPEG2, AVC or VC--1 compression)

_4.2.6 Audio File Formats

e AIFF Audio Interchange File Format Commonly used audio file formats in Macintosh and Windows. It meets
requirements of most CD writers accept AIFF files when writing a Red Book audio CD.

e WAVWave - Windows native audio format.
e AU Sun audio format - Primary format for Sun/UNIX systems, and commonly used on the Internet.
e Handles 8- and 16-bit sound is not compressed, and pLaw encoding.

e MP3 MPEG-1 Audio Layer-3 it has a high rate of compression and used widely on web for audio files. Many
websites provide download in this format. It is good quality in small size (most don’t adhere to copyright rules).
Digital audio is ideally made by taking 44,100 16-bit samples p/s (Hz) of the analog audio signal, meaning that
1 sec of CD-quality sound needs 1.4 million bits (upto 176K bytes) of data. Understanding people’s perception
of quality MP3 developers developed a compressed algorithm that compresses data amount of sound that
consumers cannot catch. MP3 is currently the most widely used format in the audio encoding business
developed under Motion Picture Experts Group (MPEG) and formalized by the International Organization for
Standardization (I1SO).

e SD2 Sound Designer Il - Primary to DigiDesign’s Sound Designer pro audio software. Native to Macromedia
DECK Il and other formats.

e SND Sound Resource file - Apple-basic format for sound file as early as first produced Macs. Rarely used
today

e MOV QuickTime movie file - Audio-only QuickTime files are rarely essential.

e SE SoundEdit - an 8-bit file format used in to old versions of SoundEdit. It has sound data in the data fork,
and loopback location, selection (cursor) place, waveform color, labels, recorded pitch setting, and playback
pitch setting in the resource fork.

e SE16 SoundEdit 16 - Native format of SoundEdit 16, has tracks, cue points, spectral data, and perhaps System
7 information, and also the information in the original SoundEdit format.

e System 7 Sound - a format launched in version 7 of the MacOS, allows desktop “double-click” playback.
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__4.2.7 Important Terms for Audio and Video

e Bit depth, sample size or resolution - many terms to state the number of bits utilized to state each sample of
an audio signal. Std bit depths are 8, 16, and now 24. The higher the bits in each sample, the more “steps” can
be shown, that’s why the more accurate the digital audio that represents the original (analog) audio signal.

o Data rate - the number of data that needs to be conveyed at each second to copy a digital audio or video
signal. Common for digital video, an extreme rate of data can cause a jerky, uneven playback, specifically
with slow transmission media, eg earliest CD-ROM drives and low processing computer systems.

o Decibel (dB) - a logarithmic scale that measuring the volume of sound. If two sounds have 10dB difference
between them in volume, it states that sound is ten times loud in comparison to other. Frequency means
cycles p/s, referred as Hertz, stating the rate of change of a sound wave. The more the frequency (the higher
cycles per second), the increase in pitch of sound.

o Hertz, kiloHertz (Hz) - named after an early researcher for sound, Hertz means “cycles per second”, and
expresses audio frequency. One Hz is a full cycle of a sound wave p/s. Pitch is denoted with higher or lower
frequency. Frequencies are also explained in kilohertz (thousand cycles p/s), i.e“22 Khz”. The “concert A” of
modern symphony orchestras is 440 Hz.

e Sample - one “snapshot” of an audio waveform or video signal at an instant in time. Digital audio and video
consist of stream of samples when played back, proportion the original data. In talkable terms we call it
quanta.

e Sampling rate - the total samples p/s that are got of an audio signal to get a digital audio file, shown in
kiloHertz (kHz). Commonly used rates are 11.025 kHz, 22.050 kHz, and 44.100 kHz. The more the sampling
rate, the finer the sound quality.

e Wavelength - it states how long a single cycle of an audio signal or waveform. It is the inversely correlated to
Frequency. Which means, a lengthier wavelength states a lower frequency; a smaller wavelength, a higher
frequency.




UNIT 4.3: Project Testing

— Unit Objectives ©
The completion of this unit will enable:

1. Paraphrase how to test a deliverable output.

_ 4.3.1 Testing of a Model/Project

Testing

Generically testing means checking and evaluating the work that has been done to check its functionality against
the used knowledge and research. With computer 3D project development, testing determines whether the set
objectives are met. Example, many times, product objectives are tested by end product users. When the design is
finished, animation and modelling is followed by testing the units by editor or animator. at the component level
by team involved; and at the system level when all components are combined together. At early or late stages, a
product or service may also be tested for usability.

Test planning process

Below are steps that are to be followed to check whether the specification for the given project are being met
correctly:

Stage #1: Reviewing the requirements: The first step that analyzes the given requirement by identifying items
that will be tested. They are on the basic of end user consumption and therefore are measurable and in depth
concepts. These are also called as functional requirements that describe the specifications of the model or the
product. There can also be some non-functional requirements recognized as performance or end to end model
components’ interaction. People need to be aware of the business goals to define requirement properly. The
documented analysis is then circulated to gather feedback and get a final sign off to proceed.

Stage #2: Test Determinants: The test determinants are similar to requirement analysis phase and mostly
considered as a single activity. Once the requirements are out, the test team determines what items are to be
tested and what not. This activity also determines teams that cover testing.

For example: 1 team is resourced for FVT (Function Verification Test) and SVT (System Verification Test) will have
a single scope for testing, and globalization can or cannot be applied by FVT etc.

If the project requires automation is also calculated here. A clear scope provides a clear picture to understand
the what and how of testing phase and also evaluating the teams work.
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Stage #3: Developing test strategy: Once the test team has gathered all the requirements and understood the
goals they set out a high level document called the test strategy document that defines the testing approach to
achieve the test objectives.

The content of the test strategy document has the parameters of the testing, the approach, core requirements
from resource teams, tools required for testing, the metrics identified, risks management, reporting and tracking
mechanisms, etc.

Stage #4: Determining tools: Depending on whether automation is possible and whether CLI (Command Line
Interface) or GUI automation is targeted, the corresponding tools will be identified.

There are tools identified for test management which will assist in creating and assigning tasks, track the test
progress, identify hurdles and generate reports stating progress.

Stage #5: Estimate the test effort and team: Effort estimation of team helps balance resources well and optimizes
their outcome for the project. The determinants are the size and skill of team and importantly the attitude to
meet given schedules.

It is compulsory to have the effort estimations align with the interest of the resources towards outcome.

Stage #6: Define test schedule: After the line items identification in clear broken down arrangement the size
components of the complete project for the specified piece of work, a calculable test schedule needs to be
created based on all the and the dedicated testers.

Stage #7: Enablement plan: The team should be technically competent to follow and respect the overall test
process for the project.

Stage #8: Analyzing and Preparing the test environment: Know and make available the required infrastructure
for testing the system and initiate all the requests to get the needed hardware, software and networking
components that support the test environment. This monitors stability overall of the environment and affects
the end result a lot.

Stage #9: Determine test metrics: Test meters are level set measurable metric and are a quantifiable quality
testing method. They show any areas of improvement. Commonly for quality audit purposes, the metrics are
direct indicators of the product and process quality.

Stage #10: Create the model test structure, review and approvals: This document should cover the what, when
and how of testing and is the official technical document for methodical approach.
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At the end of this module, you will be able to:

Understand and comply with the organization’s current health, safety and security policies and procedures.
Understand the safe working practices pertaining to own occupation.

Understand, the norms and policies of the government related to health and safety, which also includes some
emergency procedures for accidents, fires and illness or others may involve evacuation of the premises

Identify the people responsible for health and safety in the workplace, including those to contact in case of
an emergency.

One should be fully aware about the security measures such as fire alarms, safety exit, medical and first aid
availability.

Identification of aspects for potential risk at workplace is must for owns and others health and safety.
One should ensure health and safety of others and himself at workplace through precautionary measures.

Identification of opportunities related to health, security and safety should be done and recommended to
the designated person.

Identify and correct risks like illness, accidents, fires or any other natural calamity safely and within the limits
of individual’s authority




UNIT 5.1: Maintain Workplace Health and Safety

— Unit Objectives ©

After the completion of the unit, the major things covered will be:

1. Making certain of own health and safety, and that of the other people around by taking necessary
precautionary measures.

2. Recognize the risks like illness, accidents, fires or any other natural calamity and correct them ensuring the
limits of individual’s authority.

3. Recognize the people in charge of health and safety in the workplace, including those to contact in case of
an emergency.

_5.1.1 Introduction

Emergency evacuation is needed when staying within the building not safe anymore. Every organization has
an evacuation procedure. Every organization has a safe place within the organization compound or outside the
organization compound where all employees are expected to assemble in case of an emergency evacuation. The
team leader guides the team and takes them to safe place. It is very important in these cases, to assemble at the
safe area immediately.

If you do not reach the safe area on time, the team leader who is responsible for your safety will send someone
to look for you. This will put the other person's life in danger.

Conditions for Evacuation

Emergencies which require evacuation include:
e Destructive burning objects

e Sudden Violent Explosions (Explosions)

¢ Overflowing conditions of water (Flood)

e Violent ground shakes (Earthquake)

e Storms or violent wind calamity (Hurricanes) ‘ ~
e Cyclones and tornados

o Toxic material releases

o Civil disturbances

) Fig.5.1.1: Conditions for Evacuation
e  Workplace violence

Every company has:

e An evacuation policy. All the TLs are responsible for informing their employees about it. When the TL is
informing you about these details, pay attention. This negligence could cost lives.

¢ A designated place for emergencies. Ensure that you know where it is.

e A “buddy system” for individuals with special needs or disabilities. If you are a buddy to someone, en-sure
that your buddy is safely out of the premises with you.

—___Bn.___________
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¢ Floor plans with evacuation routes in work areas. Ensure that you understand it so that you can use it in
time of need.

o Assembly areas. These are the areas where you are required to assemble after evacuation.

e Periodic evacuation drills. Ensure that you pay attention during those drills. You need to save your life and
you can be helpful in saving someone else’s life too.

__5.1.2 Mock Drills/Evacuations

Fire safety and evacuation does the duty of planning outline duties of the staff and the responsibilities at the
time of emergency. For ensuring the awareness of the duties and responsibilities of the staff ongoing training is
required. Fire drills serve as an opportunity for staff members to demonstrate, under simulated fire conditions,
that they can perform those duties and responsibilities safely and efficiently. It’s also a time for them to show
that they are aware of defend-in-place strategies and can take advantage of your facility’s fire safety features and
egress facilities to protect the people in their care.

In order to evaluate staff response to a stimulated responsibility fire drills
are more than an exercise for them. It is a test for ones safety from fire
at the facility. Fire drills may not always be smooth. That’s okay, so long
as staff and management learn from them and correct mistakes made.
It’s important, therefore, that there be a critique of each drill so that any
problems encountered can be addressed. Perhaps the problems are due to
incomplete or outdated fire safety/evacuation plans. Perhaps there’s a need
for additional staff training.

The two most important aspects for fire safety and preparedness are
following:

First is an action plan in case of any emergency, which details the measures
when fire occurs

Use the
during fire. Stairs

Second is the prevention plan, which illustrates methods for prevention

You need to participantin fire drills arranged by organization for your personal
safety and also for others safety. These drills help you in understanding the
safety signage and action plan of organization in case of fie.

Fig.5.1.2: Mock Drills

_5.1.3 Medical Emergencies

Everyone plans for emergencies. That is the reason why we keep a first aid kit with ourselves. At work, however
one is exposed to a lot of stress and physical activity. This could lead to certain medical emergencies. It’s better to
be prepared with the first aid measures and knowledge of implementing them on ourselves and on others. This
module equips you with that information. Pay attention to these medical emergency procedures to understand
how to conduct you in theses crucial movements. Pay attention during these sessions. You might be able to save
your own and your friend lives.




_5.1.3.1 Dealing with Medical Emergency

A medical emergency is an accidental injury or a medical crisis that is severe. These could be situation where:

e The person is unable to breathe
e Heart failure and strokes

e Severe bleeding

e Shock

e PoisoningBurns

A medical emergency requires your immediate attention, sometimes even before you call emergency services
for help.

It is crucial that you know the Emergency Medical Service (EMS) number, for your own safety and the safety of
others.

DO Not

e Give the victim anything to eat or drink.

e Restrain the victim.

e Splash or pour any liquid on the victim’s face.

¢ Move the victim to another place (unless it is the only way to protect the victim from injury).
Bleeding

e Use a pressure bandage to the wound and apply pressure with the help of your palm.
e Elevate the wound to slow the bleeding.

e Pressure points when necessary apply additional pressure to help reduce bleeding.
Fainting

e Fainting is a brief loss of consciousness that is due to a momentary reduction of blood flow to the brain.
e Abrief loss of consciousness causing the casualty to fall to the floor.

e Aslow pulse.

e Pale, cold skin and sweating.

Causes of fainting:

e Less intakes of food and fluids which causes dehydration.

e Low blood pressure.

e Lack of sleep.

e Over exhaustion.

First Aid for Fainting:

e Allow the victim to rest on his/ her back and pull his legs about heart level.

e Check the victim’s airway to ensure it is clear.

e Be aware of the patients breathing, coughing, or movement.

e Loosen clothing (neck ties, collars, belts etc.).

e Call for EMS after waiting for one minute for to patient to gain consciousness.
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Shock

Shock is a phenomenon which is caused due to the failure of circulatory system which leads to insufficiency of
oxygen in the tissues. It treatment does not reach in time, vital organs may fail, which may cause death in worst
condition. It is worst at time of fear and pain.

First Aid for shock:

¢ Keep the victims lying down (if possible).

e List the leg upward for about 10 to 12 inches and see if there is any back injury or broken bones.
e Keep the body of the victim covered to maintain the body temperature.

e Allow fresh air and space to the victim.

¢ Place the victim on his/her left side if he/she starts vomiting.

e Loosen restrictive clothing

Muscle Cramps

e To counter cramps stretch the affected muscle.

e Firm massage to the cramped muscles may help

e Moist heat to the cramp might be beneficial.

e Call for medical help if the same persists.

e Rest- avoids movements and activities that cause pain.

e Ice- helps reduce pain and swelling.

e Compression- light pressure from wearing an elastic wrap or bandage can help reduce swelling
o Elevation- raising the affected limb about the level of the heart reduces pain and swelling.
Fractures

A fracture is a break or crack in the continuity of the bon

Dislocation

A dislocation is the displacement of one or more bones at a joint. It occurs usually in the elbow, shoulders,
finger, thumb, and the lower jaw.

First Aid for Dislocations & Fractures:

¢ Immobilize the effected part.

e Stabilized the effected part

e Useacloth as asling.

e Use board as a sling.

e Carefully transfer the victim on a stretcher.

e Calladoctor.
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_5.1.4 First Aid

First-aid boxes should be clearly marked and located so that they are
Readily accessible in an emergency. They should not be more than
100 meters away from any place on the work site. Ideally, such kits
should be near a wash-basin and in good lighting conditions. Their
supplies need to be regularly checked and replenished. The contents _
of a first-aid box are often regulated by law, with variations according Z ‘.!‘“‘--: ="

to the size and the likely industrial hazards of the enterprise. < a i',..f_:n\

LAY _ » :
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Fig.5.1.3: First Aid Box

A typical basic kit may include the following items in a dustproof and waterproof box:

e Sterile bandages, pressure bandages, dressings (gauze pads) and slings. These should be individually wrapped
and placed in a dustproof box or bag. Sufficient quantities of the different sizes should be available at all
times to treat small cuts and burns. Medical adhesive tapes (strip plaster) for fixing bandages and dressings
are also needed.

e Cotton wool for cleaning wounds

e Scissors, tweezers (for splinters) and safety pins

e An eye bath and eye wash bottle

e Ready-to-use antiseptic solution and cream

e Simple over-the-counter medicines such as aspirin and antiacid
e Abooklet or leaflet giving advice on first-aid treatment

First aid requires some training, but this is not difficult to arrange in most places. The names and location (including
telephone number) of those responsible for first aid should be put on a notice board. Worker involvement,
especially for emergency situations, is strongly advised and everyone should know the procedures for obtaining
medical assistance. Small establishments without their own facilities should keep contact with a nearby clinic or
hospital, so that the time between the occurrence of an accident and medical assistance is very short, preferably
much less than 30 minutes. Transport to the clinic or hospital should also be pre-arranged. An outside ambulance
may be called in, if necessary. It is also desirable to have a stretcher available.

H—H:
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_Key Learning Outcomes 4

At the end of this module, you will be able to:
1. Understand the use effective Communication as an important tool in your workplace.
2. Make effective Communication with co-workers and Peers

3. Understand the use of basic reading and writing skills in the workspace




UNIT 6.1: Introduction to the Soft Skills

__Unit Objectives ©

At the end of this unit, you will be able to:
1. Understand what it means and the importance of soft skills in work place

2. Understand the importance of work readiness

—6.1.1 What is a Soft Skill?

Soft skill essentially describes the ability and attributes of the
individual to interact and socialize with people around. Soft
skills is very important for a successful hairdresser or a makeup
artist. It is a term which is used to depict the hairdresser or a
makeup artists emotional quotient, personal habits, optimizing,
friendliness towards other colleagues or clients, social graces
etc. Soft skills add on to the skill that the hairdresser or the
makeup artists possess. Apart from the services provided to
the client the manner in which the employee interacts with the
client makes a lot of difference in the client satisfaction.

Soft skills deal more on who we are than how much of skills
the employee possesses. For example the hairdresser needs
to be an active listener, empathetic, understanding, and soft
towards all the clients. This is irrespective of how much skill the
employee possessors. Fig.6.1.1: Soft Skills

Soft skill is also important for the employee to be happy in the working environment.

—6.1.2 Components of Soft Skills

e Adaptability: This is the ability of an individual to adopt to change in the environment.

o Emotional Strength: This is about managing ones emotions especially emotions like anger frustration and
excitement.

e Leadership Quality: It’s the ability to manage conflicts and difficult situation in professional and personal
environment.

o Team Playing Ability: At the end of the day the work needs to be done and its best done where everybody
works as a team and help each other out.

¢ Decision Making: There will be many instances for a hairdresser/ make-up artist to make important decisions
to ensure that the client is satisfied and the organization grows. The ability to take the right decisions in
various situations is important for the artists.

— @b
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¢ Interpersonal Communication: This is a skill of making effective communication with colleagues and clients
to create a positive environment in office.

¢ Negotiation Skills: In situations where the decision needs to be made certain negotiations will be needed.
This is also an important skill that the artist needs to possess for being successful.

—6.1.3 Benefits of Soft Skills

Having good soft skills has several benefits. Some of them are

e Good customer satisfaction

o credibility with the clients/ peers goes up

e increased productivity

e gets an edge over the competition

e easier to meet the expectation of the client/ peers/ superiors
e increased employment opportunities/ promotion

o self-satisfaction on being able to be good with others

—6.1.4 Work Readiness

Having the right attitude at work in crucial for a successful artist.
The artist should have Education

e aclear positive attitude in the work place
e the ability to work in a mature environment without support

e A good attitude towards the owner

Career

e good interest in all the work that is being done

o Expectations of the work that a fresher will be able to do at a
workplace with financial goals to achieve

e The attitude to accept the instructions from a supervisor Certification

e the maturity and confidence to ask the right question

. . . . Fig.6.1.2: Work Readiness
e the ability to communicate clearly and crisply with people

e Ability to listen to the customers and provide necessary intervention when needed.
e Be punctual in all the activities that is being done.

¢ The attitude to learn new techniques of hairdressing/ make up and the attitude to upskills regularly.




UNIT 6.2: Effective Communication

__Unit Objectives ©

By the end of this unit, you should be able to:
1. Speak confidently in public
2. Talk about likes and dislikes of a person.

3. Know the basic etiquette of conversation.

—6.2.1 Introduction

Today we are living in an age where communication is an integral part of our lives. We have to communicate send,
receive and process large number of messages every day. But communication is not just passing information to
one another. An effective communication is understanding the objective and the emotion behind the information.
This helps us in various environments like home, work, and in social situations.

Effective communication is a skill can be improved over time with practice. There is one clear formula for success
but is effective when it is spontaneous

—6.2.2 The Communication Process

Communication is nothing but conveying the information through ideas, thoughts, feelings, intentions by writing,
gestures, speech etc. as long as the information is conveyed. The information exchange should be meaningful .

Message Message
* Decoding * Receiver

CONTEXT

The Communication Process

Message M Message

Fig.6.2.1: The Communication Process

T

FEEDBACK

A Communication consists of the sender, a message, a medium and the recipient. If a receiver does not
comprehend the sender’s message it is not effective communication.
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Communication involves three basic steps:
1. Message: This is the information that is available in the senders mind
2. Encoding: The message has to be sent to the receiver in a language/format.

3. Decoding: The receiver receives the information and decodes the information to decipher the information
which makes sense to the receiver.

—6.2.3 Verbal and Non-Verbal Communication
Communication is normally done in 3 types

1. Verbal Communication: As the word indicates “verbal Communication” involves speech and the receiver
listens to the communication. Feedback in this case is immediate.

2.  Written Communication: As the term indicates it uses visual medium to communicate using written text and
language. Letters, new paper, books etc. are examples. They are normally asynchronous in nature.

3. Nonverbal Communication: This can also be called Body language because this communication does not
involve any verbal interaction but mere observation of the people involved in the communication. Both verbal
and written communications convey nonverbal communication and are also supported by body language,
eye contact, facial expression, posture, touch and space.

100
90
80 |
70 55%

&0 (body language used)

50 38%
(tone & volume used)
ug
L]
ap 7%
(words used )
10

Visual Vocal Verbal

Fig.6.2.2: Categorization and Ratio of Verbal and Non-Verbal Communication




—6.2.4 Communicating Effectively Identifying Barriers

There are many reasons why the communication is not effective and these reasons need to be known. There are
many barriers which make the communication distorted and cause more confusion between the sender and the

recipient.
_Occupation | _Occupation |
. Attitude | ___Attitude |
E . Values | / Values |
Y |_Llanguage | __Language |
8 | Culture | ___ Culture |
; Past Experience Past Experience
__Knowledge | __Knowledge |
|l  Gender | ._Gender |

Fig.6.2.3: Barriers in Communication

How to deal with these Barriers

¢ Keep the communication simple and use simple words and language commonly understood.

e Keep asking for feedback and give feedback to minimize miss communication.
e Be physically alert to various cues. This could be nonverbal as well.

e Always listen

o Ask for feedback even if the client does not give any feedback.

e Share opinions, perceptions

The artist should know these barriers and try to minimize the impact of these barriers by comprehending the
message regularly and giving correct feedback. The communication needs to be a two way communication.

e If the client is speaking in another language and you are aware, be prepared beforehand or ask for help




6.2.5 Effective Communication-Practice
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Active Listening

Active listening is one of the most important skill to process for a makeup artist or hairdresser. There should be
no gap in the understanding between what the client/peer/seniors communicates to your understanding.

—6.2.5.1 Some Tips for Active Listening =

STEP 1:
STEP 2:
STEP 3:
STEP 4:
STEP 5:
STEP 6:

Concentrate what the person is trying to communicate. Ignore the noise or distractions.
Understand his emotions and you get it all right. Is the speaker angry, happy or plainly inquisitive?
Do not interfere when the speaker is speaking. It might break the chain of thoughts.

Don’t avoid completing sentences of the speaker. Let them speak and speak only after they finish..
In case you did not understand, ask the speaker to repeat. There is no harm in asking

Practice makes a man perfect. Keep listening and comprehending in various scenarios.




UNIT 6.3: Grooming and Hygiene

__Unit Objectives ©

By the end of this unit, you should be able to the following:

Maintain cleanliness and hygiene.

Keep their dress clean and tidy.

Maintain positive body language while speaking.

Enable to perform more of the do’s than the don’ts.

Understand good eating habits and understand the impact on your health.

Avoiding bad things such as gutkha and alcohol.

N T »

Learn about AIDS and its prevention.

—6.3.1 Personal Grooming

As a hair dresser or a makeup artist you will be meeting a lot of
new people every day. Your first impression with the clients is very
important. The first impression comes from the way you look and
carry yourself. Your image is the image of the organization for the
client. Hence personal grooming is very important in your profession.
It is about taking care of your appearance and demeanor.

It not only makes you presentable but it also helps you in confidence
building. In the long run it also helps in your good health.

There are a few habits that are considered personal grooming. They
are Dressing, Bathing, Removal of unnecessary hair, oral health, skill
health, body odor, nails and attire.

Fig.6.3.1: Personal Grooming

Appearance

e Your appearance is the first thing that you as an employee impact the organization. As the customer walks
into your store your appearance will either give a good impression or leave the customer with a bad taste. A
neat clean and a pleasing experience is what you would want to give to your clients.

¢ You are expected to be well dressed neat clean and in the company uniform which is well ironed and clean.
There should not be any visible stain, torn shirt/ trouser etc. Buttons should all be in place and no loose
thread hanging from any part of the attire.

e Your shoes should always be polished and clean. Avoid Sport shoes with white socks, Sandals, slippers etc. to
work. It gives an unprofessional look.

¢ Nails should always be trimmed and clean.

e Hair should be clean and well combed. Since you are an artist working on the beauty of the client your
appearance should act as an example to the client. The hair style need not be fancy but should be neat and
pleasant.
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— 6.3.2 Specific Uniform Guidelines

Sr. No. Specifically for Men Specifically for Women

1 Uniform prescribed should be clean | Hair should not be oily. It should be well combed and neatly
and pressed tied. No loose hair should be seen.

2. Shoes should be clean and polished. [ Avoid long nails and bright nail polish which will impair

work.

3. Hair must be short, clean & tidy. Minimum, non-flashy jewelry should be worn.

4. One is expected to have a clean shaven | Long earing, noisy bangles should be avoided.
look

5. IF you beard or mustache it should be | Make up should be light and pleasing.
clean and well-trimmed.

6 Neatly cut/ trimmed nails Avoid bracelets, studs to work.

Fig.6.3.2: Specific Uniform Guidelines

—6.3.3 Body Posture

e You need to keep your hands clean. As your hands will be in close contact with customers.
e Avoid biting nails on the floor.

e No body odor & bad breath should be there. No customer will like it.

¢ Maintain straight & upright posture on the shop floor.

¢ Slouching on the floor, putting hands in the pockets, keeping your hands on the hips should be avoided.
e Avoid sitting with your legs crossed.

e Look confident when you stand next to the customer

e Always keep a smile on your face

e For creating a first positive good impression always follow these things:

¢ Beontime

e Be yourself and be at ease

e Present yourself appropriately

e Always smile

e Be courteous and attentive

e Be positive

—6.3.4 Positive Body Language

While meeting someone for the first time always remember that not only you should talk positively but your body
language also needs to be positive. There are some tips for positive body language as:

N




hide.

e Use contact to show appreciation.

e Avoid your pockets. Keep your hands out of your pocket. Hand in pocket shows we are uncomfortable and
unsure of ourselves. Keeping our hand in open indicates confidence and show that people has nothing to

e Don’t Fidget. Fidgeting is a clear sign of nervousness. An individual who can’t keep still is an individual who is
worried, tense and not confident. Keep your gesture calm and under control.

e Keep your eyes forward. This indicates that you are interested in communication with other.
e Stand up straight with your shoulders back. It communicates confidence.
o Take wide steps. It makes you seem purposeful and suggest a personal tranquility and denotes confidence.

e Firm handshake. Grip other persons hand firmly and confidently instead of getting a palm full of dead fish.
Firmness adds warmth and enthusiasm to the handshake. But make sure that you don’t crush the other
person’s hand and don’t hold on too long.

e Don’t cross your arms when meeting other persons. This is a protective posture.

—6.3.5 Personal Hygiene

What is Personal Hygiene?

Personal Hygiene is the set of practices to follow to preserve one’s health. Maintaining a high level of personal
hygiene will help to increase self-esteem while minimizing the chances of developing infections. Poor personal
hygiene can have significant implications on the success of job applications or chances of the promotion.

: kl
b
Home — Cleans *
everyday \

Teeth — Brushes twice a
day with paste, datun,
tooth-powder

Bath — Everyday

%

Hygienic
Practices

Clothes —
_ Washed and
fresh

L7725 Hands - Washes

_ —— before, after
meals; after
visiting toilet

Feet— Scrubs,
Cuts toe nails

Fig.6.3.3: Personal Hygiene




Participant Handbook

Why to brush teeth?

Brush your teeth in the morning and before going to bed with
paste, datun or tooth powder

Why to take bath?

Fig.6.3.5: Take Bath

Why to wear clean clothes?

Fig.6.3.6: Clean Clothes

Why cut nails?

Fig.6.3.7: Cut Nails

Why wash hands?

Fig.6.3.8: Wash Hands
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—6.3.6 Physical Fitness

Apart from following these hygienic practices, one should also be
physically fit. Physical fitness is an outcome of regular exercise. Exercise
may be of many different forms. Jogging, morning-walk, weight-lifting,
gym, swimming, cycling, yoga and many more.

Advantages of Physical Fitness

e It maintains optimal body weight.

e Itreduces risk of diseases. i
o It boosts confidence and self esteem. Flg.6.3.9: Physical Fitness
e It reduces stress, anxiety and depression.
Healthy Eating

We can follow hygienic practices and exercise regularly, but what we eat has the biggest impact on our health. To
be healthy, one has to eat healthy. But what do we mean by eating healthy?

Eating a healthy, balanced diet provides nutrients to our body. These nutrients give us energy; keep our brain
active and our muscles working.

Fig.6.3.10: To Eat Fig.6.3.11: Not to Eat

What are healthy eating habits?

e Always try to eat home-made food

e Avoid oily food

e Always cook and eat fresh food

e Avoid junk food like burgers, carbonated drinks etc.
e Eat fruits regularly

e Drink lot of water

Things to be avoided

There are certain habits that have severe ill-effects on one’s health. Such habits should be avoided for a healthy
life.

101 .
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Alcoholism

Consuming alcohol and getting to work is strictly prohibited. The
client will never work with any makeup artist or hairdresser who
has consumed alcohol before work. It will not only impact the
individuals place in the organization but can also jeopardize the
organizations reputation as a whole.

Alcohol also impacts the health of the individual in the long run.
Alcohol has the potential to interrupt almost every organ in the
body as well as the brain. Uncontrolled consumption of alcohol
not only affects a drinker’s health but also human relationship
and social standings.

Fig.6.3.12: Effects of Alcohol
Tobacco

The order of tobacco can irritate the client. Since you will be working in close proximity to the client avoid
smoking during work hours. If you ever have to work with a client after having consumed tobacco/ cigarettes
then ensure that you have gargeled and washed your mouth. Use a mouth wash to remove the tobacco odder.

Tobacco is also the second largest cause of death in the world. It claims one death in every six seconds. Smoking is
a practice of burning a substance and inhaling the smoke coming out of it. Common smoking implements include
cigarette, bidi, hookas and pipes.

Risks from Smoking

Smoking can damage every part of the body
Cancers Chronic Diseases

Stroke
“* Blindness

Head or Neck ¢

24— Gum infection

Lung =

Leukemia ¢ -e Aortic rupture

» Heart disease
+ Pneumonia

Stomach ¢
Kidney o = Hardening of the arteries
Pancreas o —® Chronic lung disease
Colon & asthma
Bistider- + Reduced fertility
Cervix = * Hip fracture

Fig.6.3.13: Risks from Smoking

Having tobacco increases the risk of oral or throat cancer.
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It’s effects:

e Itisthe biggest reason for oral cancer which effects mouth, tongue, cheek, gums and lips
e Chewing tobacco lessens a person’s sense of taste and ability to smell

e Smokers face a greater risk of suffering from lung cancer

Gutkha

Gutkha is extremely habit-forming and a acknowledged substance. Excessive use of gutkha can cause serious
health issue. Impact of Gutkha on health:

e Loss of sensation in tongue
e Disfigured mouth

¢ Increased sensitivity to heat, spices, cold and spices

e Inability to open the mouth
e Swelling, lumps, rough spots on gums or in other places inside the mouth
e Unexplained bleeding in mouth

o Difficulty in swallowing and finally Mouth Cancer

Fig.6.3.14: Oral Cancer

—6.3.7 AIDS/HIV Awareness

Acquired Immunodeficiency Syndrome also known as AIDS is caused by a virus
called HIV -Human immunodeficiency Virus.

According to a survey number of AIDS patients in India is between 2 to 3.1
million almost 50 % of total patients of AIDS. More men are HIV positive than
women. A total of population of 0.29% females are suffering from AIDS while
0.43 % males are suffering.

AIDS is transmitted by:

e Unprotected sexual relationships

e Contaminated blood transfusion Fig.6.3.15: NACO Logo
¢ Hypodermic Needles
¢ From infected mother to child

As per studies in India HIV/AIDS is largely due to unsafe sex worker interactions. Most of the HIV cases is due to
unprotected sex. Migrant workers, truck drivers and majority of men who have sex with men pose greater risk of
infecting their spouse and unborn children.
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From infected
mother to baby

during pregnancy

From using From infected mother to
infected needles baby during feeding

Fig.6.3.16: AIDS Transmition

Main symptoms of
Acute HIV infection

Gastric:
-Mausea
-Vomiting

Fig.6.3.17: Acute HIV Infection

There are no medicines or vaccines for AIDS so far. The treatment and medicines which are available in the
market are expensive and have side effects.

AIDS is not a disease like cancer or malaria, but is a condition that weakens a person’s ability to fight diseases

(immune system). AIDS not only affects you, but also has severe impact on family and friends. Even one mistake
is enough to get HIV positive.

o




Fever for over a month

Feeling tired all the
time

Coughing and sneezing
for one month

White spots in the mouth or
tongue

Fig.6.3.18: AIDS Non-nispersing Deseases
Stay faithful

e In India large number of people move around for work,
mostly men.

e Areyou one of them?

e Take care. See that you don’t catch any infection from
AIDS.

e Even one visit to a sex worker may result in HIV infection.

e Soitisadvisable to avoid multiple sex-partners and always
use protection (condoms/nirodh) during intercourse.

Fig.6.3.19: Condoms

AIDS does NOT spread through
o Sitting close

e Working together

e Hugging

e Touching hands

¢ Mosquito bite

e Saliva or cough

e Taking care

e Sharing clothes

e Eating together or sharing utensils

—6.3.7.1 Case Study

Gautam is a plumber. His family lives in a village. He travels from place to place. Once he visited a sex worker. After
one month he fell ill. He went for a checkup and found he had AIDS. Gautam did not know it, but that sex worker
had AIDS. He was infected from that one visit.

T e
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Share four things that you know or learnt about AIDS.

Always remember:

e AIDS has no cure but can be prevented, therefore be cautious of it not afraid of it.

e Be faithful to your partner and always use condom while making any sexual contact.
e Take blood only after checking proper medical certificates.

e Do not discriminate HIV positive people.




UNIT 6.4: Interpersonal Skill Development

__Unit Objectives ©

By the end of this unit, you will:

Work towards a positive attitude and behavior.
Understanding Goal Setting.

Motivated for team participation at work.
Learn how to manage relations.

Learn about Stress and anger management skills.

AN L o

Learn to develop leadership qualities.

—6.4.1 Introduction

Interpersonal skill development is the blend of different traits of day to day life that play an important role in
creating our impression in other’s mind. It starts from inside. The role of interpersonal skill development is to
help us understand how to make choices about our attitudes and actions. It enables us to understand:

e Where are we now?
¢ How change and growth occur successfully?
e How we can change our attitude to get results we want and to be more effective in work and personal life?

One can learn to control over many aspects of our job and their environment by making appropriate choices and
responses.

These include various traits like:

o Positive Attitude

e Motivation

e Goal Setting

e Team Work

¢ Managing Relations

e Etiquette

e Stress and Anger Management

e Conflict Resolution

—6.4.2 Positive Attitude

What is attitude?

e Ourapproach...

e Our outlook towards situations and others...
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e The emotions we express towards others.

e Qur attitude must be positive and hopeful.

Remember:

e Luck favors those who help themselves

e Make things happen and don’t wait for it to happen
e Stay away from negative influences

e Start your day with something positive

o Ifit needs to be done, learn to like it.
Positive attitude shows in the following ways: Fig.6.4.1: Positive Attitude
e Positive thinking

e Constructive things

e Creative thinking

e Optimism

e The motivation and energy to accomplish goals.
e Anapproach of happiness

Positive thinking results in satisfaction and success.

—6.4.2.1 Story of Carrot, Egg and Coffee Beans

Raju works as a Supervisor in a factory. He is not happy with
his job. One day he spoke about his dejection to his elderly
friend, Prashant, who runs a small canteen for the factory .

workers.

“Prashant | am not satisfied with my job. There are so many
problems in the factory. If | solve one, another one crops up.
The problems seem to be never ending. | am quite fed up
and wish to quit.”

EGG

COFFEE
Prashant said nothing. He quietly put three pots with water
on the stove. He put some carrots into one pot, some eggs
into another and coffee beans into the third pot. The water
in the pots began to boil.

Raju wondered what was going on! “Oh, here | am with my
tale of woes, and this illiterate cook goes about his business!”

WHICH ONE ARE YOU?

After some time, Prashant switched off the stove and put
the carrots, eggs and the beans in different bowls. He then
said, “Mly friend, what do you see here?” “Carrots, eggs and
coffee”, said Raju irritably. “Of course! Now come and feel them one by one”, said Prashant. “Oh God! What do you
want to prove?” asked Raju controlling his anger. “The carrots have turned soft. The egg is hard boiled beneath its
shell and the coffee is stronger in aroma”. “Exactly” said Prashant “Each of them faced the same degree of heat, but

Fig.6.4.2: Story of Carrot, Egg and Coffee Beans
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each reacted differently. The carrots that were so hard before became soft and weak. The egg was fragile with
its thin outer shell, but after boiling it became hardened and the inner liquid portion became hard boiled. But the
coffee beans are unique. After boiling in water, they became stronger and richer. So my friend, tell me, are you
the carrot, the egg or the coffee bean? How do you respond to difficult situations? Are you like the carrot that is
hard to look at but with the slightest difficulty becomes weak and soft? Are you the egg born with a soft heart but
became tough and stiff after a difficult or a bitter experience? Or are you like the coffee bean that gets stronger
and tougher and reaches its peak in extreme adversity or difficulty?

When things get worse, you get better.
“Thank you Prashant. You’ve opened my eyes. | shall strive and do my best.”

What have you learnt from the story?

—6.4.2.2 Some Successful People
Dirubhai Ambani - Founder of the Reliance brand

Born in Junagadh in a middle class family, son of a school IF YOU DON'T Bu
teacher. His mother who had difficulty meeting the ends with YOUR DREAM,

his father’s income, nagged him to begin earning some money. SOMEONE ELSE W
He snapped at her “Phadia, phadia su karo chho ...paisa no to HIRE YOU TO HELF :
dhanglo karees ...” Just to show that that he was serious, he THEM BUILD THEI !
once bought a tin of groundnut oil on credit from a local whole -Dhirubhai Ambani
seller and sold the oil in retail sitting on the roadside, earning a
profit of a few rupees that he gave to his mother. Fig.6.4.3: Dirubhai Ambani - Founder of Reliance

Next, he began setting up onion and potato fries stalls at village fairs during weekends when his school was closed.
When he grew up, he came to Mumbai with very little money and lived in a two room chawl! with his family. But
dreamt big and worked towards his dreams.

Rajnikanth: Super star of Tamil cinema

e Hero and demi-God for many thousands

e Original name Shivaji Rao Gaekwad

e From bus conductor to super star

Early life:

e Driven by poverty, went through extreme struggle
o No education; Worked as a bus conductor

e Entertained passengers in the bus

Fig.6.4.4: Rajnikanth: Super Star of Tamil Cinema * Gota breakin Tamil cinema

o Worked with a single mind to become a super hero
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What have you learnt from these two people?

—6.4.3 Goal Setting

Goal setting is to visualize your ideal future and realizing what and where you want to be. The method of setting
goals helps you in being clear on where you want to be and what you want to do in life.

This consists of establishment of specific, measurable, achievable, realistic and time targeted aim. Goal setting
helps individuals to be clear on their own objectives in life and work towards it. They help motivate you to move
forward in life and to achieve what you want to achieve. To set up the goal set SMART goals:

e Sstands for: Specific

e M stands for: Measurable

e Astands for: Attainment

e R stands for: Relevant

e T stands for: Time bound

Identify

e What you want to achieve,

¢ Where you have to concentrate your efforts

e Also spot the distractions that can, lead you astray.

First create your “big picture” (the next 10 years from now)

» Identify the long term goals that you just wish to achieve. Fig.6.4.5: Goal Setting

o get smaller targets in place which needs to be met to achieve the long term target

e Once the planis in place you work on the plan to achieve the long term goal

Setting goal is important for an individual because:

e Goals narrow attention and direct efforts to goal related activities.

e Goals lead to more effort.

e One works through setbacks if he is pursuing a goal.

e It develops and changes individuals behaviour.

Categorization of Goals

It is important to categorize the different kinds of Goals

e Career: In your professional career where you want to reach and what do you want to do?
¢ Financial: How much you want to earn, by what stage? Is it related to your career goals?

¢ Education: To achieve the long term goal what skills and education do you need over time?
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¢ Family: How you want to be seen by your spouse and family members?
e Health: Do you want to stay healthy in old age? How are you planning to achieve this?

e Public Service: Do you want to have social goals? What are those?

Fig.6.4.6: Categorization of Goals

Write down your two financil goals.
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Write down your public service related two goals.

—6.4.4 Team Dynamics

When a group of people come together with a common goal they are called a team. This creates a dynamic
bond amongst the team members because they are help on one another for the success of the team. Examples
of team are sports team (cricket), dance team etc. the team as a whole win or lose.

Fig.6.4.7: A Teamwork

As a team members need to learn:

e How to work with one another.

e Understand each other’s strengths

e Prepare the atmosphere that is familiar with each member to work beyond their strength.
Factors of Team Dynamics

e Tolerance and Cooperation

e Set aside feelings of caste, creed, profession

e Put up with each other

e Identify strengths of each

e Who can do what

In a team, there is no room for personal gains and definitely not betrayals. In a team:

e Asingle person cannot achieve a big task single handedly.

e Big and difficult tasks can be accomplished only through collective effort, through teams.
e Inateam, the team members stand by each other during good and bad times alike.

e Work together towards a common goal.

e Tasks are divided and the burden shared

e Help each other and ask for help from others.




—6.4.4.1 Story: Small Fishes and Big Fish

Once there was a shoal of tiny red fish living in the sea. One
among them was a little different. His name was Swimmy and
he was black in colour. Swimmy was the fastest swimmer in the
shoal. The fish would swim around in the sea looking for food.
One day when they were busy searching for lunch, Swimmy
who was far ahead of the others saw a big fish coming in their
direction. The big fish was also looking for his lunch---smaller
fish. Swimmy was scared! If the big fish would spot his shoal, all
of them would be eaten up. Swimmy thought hard of a way out
and quickly came up with a plan. He quickly swam back to his
shoal and told all the fish about the big fish and also explained -
his plan to escape from being eaten. Fig.6.4.8(a): Small Fishes and Big Fish

When the big fish came closer he was shocked to see an even
bigger fish swimming in his direction with its huge jaws wide
open. Frightened that he would get eaten up, the big fish swam
away. If he had looked carefully, he would have realized that
the huge fish was actually all the tiny red fish swimming very
closely together in such a way that they looked like one big fish.
And little black Swimmy, being different, became the eye of the
‘huge’ fish!

Fig.6.4.8(b): Small Fishes and Big Fish

What have you learnt from the story?

—6.4.5 Managing Relations

All of us have different desires, different personalities, likings, and different
means of showing our feelings that affects people around us.

70% of the workplace learning is informal, once people discuss with each other
at work they really are learning to do their job better. Friendlier staff are good
communicators and more productive. They are also trusted more by employers
and colleagues.

Q

e Observe how you react to people such as do you reach to a conclusion

Tips for improving relations with people around us:

Fig.6.4.9: Managing Relations
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o Before you know all the facts.

e be true to yourself on how you interact with others

e Look at work environment. Do you seek attention for accomplishments or give chance to others.
e Accept your weaknesses courageously and work on them.

e Make sure you are responsible for your own actions.

e If you think you hurt someone, apologize.

—6.4.6 Etiquette

Etiquette are nothing but rules operating behavior regarded as good and acceptable in personal and professional
life. Etiquette includes:

Making Positive Impression

e Stand straight, make eye contact

e Turn towards the person who you are communicating with. Genuinely smile at people.

e Use ow the dress code prescribed by the organization.

¢ When meeting someone for the first time always shake hands with a gentle firmness.

e Always arrive early to work each day.

How you treat with people

e Think how you treat your supervisors and colleagues.

e Don’t make value judgments on people’s importance at workplace. Respect every individual equally.
e Respect people’s personal space at workplace.

Communicating at Workspace

e Keep workspace professional and neat.

e« Don’tinterrupt other people on the workplace.

e Limit personal calls especially when you are working in a manufacturing unit.

e Eat and smoke to the designated areas only otherwise it may disturb other people.

Work Ethics

Believes and morals at work constitutes Work ethics. Work ethics include:

¢ Discipline: Only with discipline one can stay fixed on goals and determined to complete his assignment.

¢ Commitment to work: A strong sense of commitment to work affects how an individual work. The quality
and the amount of work he does depends on the commitment. Committed worker turns up on time, puts in
his best efforts and completes the projects to the best of his ability.

e  Punctuality: a committed and responsible working comes to work on time and finishes the given task on
time. Being punctual gives a sense of professionalism.

e Ownership and responsibility: Ownership and responsibility stretches in all aspects of an employee’s job.
Supervisors rely on the high moral standards trusting him not create problems and being responsible.
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e Striving to excel: Keep yourself updated with new developments and knowledge of your field. Learn new
skills, techniques, methods required to uplift your career..

—6.4.7 Stress and Anger Management

Anger is a normal and a healthy emotion. Anger management
however is critical for people who cannot manage their anger.
There are many health issues related to an unresolved anger like
heart attack, high blood pressure, anxiety, depression, colds and
flu/fever and digestive problems.

If your heart beats faster and you breathe quickly, tension in
your shoulder or clinching your fists beware your body may be
showing sign of anger, take steps to calm yourself down. Once
you will be able to recognize the signs of anger you can calm
yourself down.

Fig.6.4.10: Stress Management
Remember the following:

e Avoid unnecessary stress, learn to say no

o Keep expressing your feelings. Don’t let it bottle up

e Accept the things you can’t change.

e Learn to forgive.

e Anger can destroy lives, destroy relationships.
e Putyourself in other’s shoes.

e Don’t react immediately.

e Post pone for a few seconds whatever you wish to say or do.

o Take a deep breath.

e Speak when you have calmed down. Fig.6.4.11: Anger Management

— 6.4.8 Conflict Resolution

What is a Conflict?

A difficult situation which is difficult to understand and deal with is a conflict.
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Why do we need to resolve conflicts?
e The conflict may blow out of proportion if not addressed in time
e Anunsolved problem can spread and translates itself into all other areas of life
e If problems are not resolved they will lead to further frustration
e It leads to bitterness between individuals
e If the conflict is not resolved it may lead to personal issues between two individuals.
How to work out Conflicts?
1. Enditthere...
Try and stop the conflict the moment you realize there is one. Nip it at the bud.
2. Communicate
Talk about the issue, why there is a disagreement and how you think it can be resolved.
3. Listen to others
Get the point of view of other people involved in the conflict and try and rework on the resolution.
4. Think of solutions
The solution should satisfy all parties involved or there should be a consensus.
If there is no resolution possible get a neutral person in for discussion and resolution.

If you still can't agree, ask someone else to help you work it out.

—6.4.9 Leadership Skills

Leadership skills are one of the key skills that most employers look for in an employee. A person should be able to
lead his/her team and should guide the team towards the common objective of the team. Some of the qualities
that every good leader should possess are:

e Honesty: If you are honest its most likely that the team members will also be honest

o Effective delegation: One person cannot do everything. It’s important to understand the strength of every
member in the team and delegate work prudently. Effective delegation help in increase of efficiency

e Good communications skills: Being able to communicate clearly is quite important.
¢ Confidence: Keeps morale of the team high even in the tough times.

e Commitment: If you want your team to deliver and be committed to the tasks. You have to be committed
first.

o Positive Attitude: Keeping teams motivated towards continued success of the company.

e Creativity: During the critical situations it is important to think out of the box solutions than to prefer the set
course of action.

e Diciveness: Nothing is certain and things can go wrong anytime. Plan for the worst and most things will be
under control. Taking a firm decision (which is correct) is a crucial to give confidence to your team.

e Focus on the big picture: always look at the big picture. Sometimes you might have to deliberately ignore a
few things which do not impact anything at work as long as the team is working towards the bigger picture.
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How to become a leader:

o Take initiatives to act on various opportunities that you get.

e Set you priorities right and work towards the bigger goal. Make it clear that you are working towards it
e Tryand resolve issues. Do not pass it on

e Work beyond what is expected from you. Promise less deliver more.

e Bringin energy to the team

e Forecast potential issues in the future, take necessary steps and actions to resolve the issues.

e Suggest changes to increase efficiency, customer satisfaction etc.

o Keep enhancing your skills and be the best at what you are doing. Be the best hairdresser or a makeup artist
in your store and set examples.
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UNIT 6.5: Social Interaction

At the end of this unit, you will be able to:
1.

Understand what social interaction is and what social interaction behavior are.
Give a brief description about himself/herself in public.
Follow daily duties.

Cooperate with peers, family and other members in society.

— 6.5.1 Social Interaction

Social interaction is a process through which we respond to people
talking with us. It includes acts where people perform toward each other
and responses they give in return. Social interaction has a number of
behaviours. Some of them are:

Exchange: Exchange is the most elementary kind of social interaction.
It’s a human process by that social behavior is exchanged for some
kind of reward for equal or greater value.

Competition: It’s a process by which two or more individuals plan to
accomplish a goal that just one can attain. It will lead to psychological

stress, a lack of cooperation in social relationship, difference and even conflict.

Fig.6.5.1: Social Interaction

Cooperation: It’s a process in which people work together to achieve shared goals. Task cannot be completed
without their cooperation.

Conflict: Social conflict is the struggle for agency or power among a society to achieve control of scarce
resources. It happens when two or more individuals oppose each other in social interaction to achieve
incompatible goals.

Coercion: People or teams are forced to provide in to the desire of other people or teams.

— 6.5.2 Self-Introduction

We all, in our lifetime, have to introduce ourselves to the others. The
introduction usually lasts for around 2 minutes to 3 minutes. It is very
important that it gives the first impression to other about us. It has a great
impact on your self-esteem and self-confidence. It’s helpful in:

Feeling better about yourself

Boosting your confidence

Building your self esteem
Making friends Fig.6.5.2: Self-Introduction

Feeling in control
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Points for Self Introduction
Following are some self-introduction points:

¢ Wishes: It is the first thing that we need to do before addressing a gathering. At this point we need to make
effort to grab the attention of audience. You have to wish depending on the time either, Good Morning, Good
Afternoon or Good Evening.

» Good Morning! My dear friends.
» Respected Sir! Good morning.
»  Special or lovely or cool morning to you all.

e Purpose: We have to tell the purpose of coming in front of the audience. We can say | have come here to tell
you about myself.

¢ Name: Here you tell about your name..... . To grab the eye of the audience, you have got to present your
name differently. If you know you can tell the meaning of your name or nay famous celebrity along with your
name.

o Father’s Name: Here you have to say concerning your father’s name. begin your father name as Mr. or Prof.
or Dr.

e Family: It’s a good chance to inform about your family, therefore tell the small print what you want to tell
about them.

e Profession: Tell about your profession what you're doing at the moment.

e Location: Tell about your present location, wherever you're staying and if you would like you can also tell with
whom you're living.

You can also tell about your native place. It is better to describe about or tell about your place which is famous for.

¢ Hobbies/Habits: Hobbies means what you like in your leisure and habit means your regular activities. This
part tells about your nature and your life style, be careful while telling this.

o Life Aim: Tell about what is your aim in life, it will be good if your aim is high. You have to think high and reach
high.

¢ Achievements: Tell about what you achieve up to now, minimum it is good to tell about three achievements
and maximum five. Though achievements are small, tell them it shows your confidence but don’t say | don’t
have any achievements.

o Favourite Person’s or Ideal: It is good to say about your ideal persons.

o Favourite movies, things, colour, places etc.: if you want to tell your favorites, which tell about your tastes
and preferences to others.

e Your Strengths and Weakness: You can tell about your strengths and weaknesses. Make sure your weakness
should not be absurd or incorrigible.

o People you like and dislike: You have to tell what kind people you like or what kind of people you dislike.
e Any turning point in your life
e How are you different from others

e Conclusion: In conclusion offer a memorable answer on the question the listeners probably will have when
they have listen to your public speaking speech. Tell how this aspect of your life makes you what you are and
who you are. It will be perfect ending to your self —introduction.

e  Finally say thank you.
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You will have to maintain your speech according to the time, generally 3 minutes and you have to make the
speech depending on the section of people you are giving the speech and what you want to reveal about yourself.

Improving self-introduction
There are a few things that you can do that helps in making your self-introduction better:

e Listen to what you are saying to yourself: Notice what your inner voice is saying. Take some time to listen
and even write down what you are thinking.

e Monitor your self-talk: Analyze that your self-talk is more positive than negative.

e Change your introduction: counter your negative thoughts with positive ones. Avoid speaking negative and
try to look for things that might add a better spin to a tough situation.

—6.5.3 Our Duties and Responsibilities

There are certain duties which are laid by the Constitution of India. These duties are very to be fulfilled by every
citizen of India. These are as follows:

e To bear by the Constitution and respect its ideals and establishments, the national flag and also the national
anthem.

¢ To encourage and respect the noble ideals that galvanized our national struggle for freedom.
e To uphold and protect the sovereignty, unity and integrity of Republic of India.
e To defend the country and render national service once called upon to do so.

e Topromote harmony and also the spirit of respect amongst all the people of the Republic of India transcending
religious, linguistic and regional diversities.

e To forbid practices derogative to the dignity of ladies.
o To preserve the rich and diversified heritage of our culture.

e To conserve the natural surroundings like forests, lakes, rivers and wild life, and to have compassion for living
creatures.

e To develop the scientific temper, humanism and the spirit of inquiry and reform.
e To safeguard public property and to retract violence.

e Totrytowards excellence altogether spheres of individual and collective activity so that the nation perpetually
rises to higher levels of endeavor and accomplishment.

These need to be followed by every citizen of India for development of the country.

—6.5.4 Cooperation

The process of groups of organisms working or acting together for their
mutual benefit is called cooperation. Cooperation among family members,
friends and peers is very common and healthy. It is the backbone of any
society.

Family cooperation provides an avenue for a family to come closer. It
increases coping skills and decision making. Some steps to promote family
cooperation are:

Fig.6.5.3: Cooperation
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Plan things together: It calls for negotiation and compromise and teaches everyone to be more tolerant and
considerable to other’s viewpoint.

Share responsibilities: Diving up necessaryhousehold responsibilities can be a good exercise in family
cooperation.

Peer support occurs once individuals give knowledge, experience, and emotional, social or sensible help to each
other. It’s a distinct state of social support in this the source of support may be a peer an individual who is
analogous in ways to the recipient of the support.

The effective peer support can be in form of:

Social Support: In form of positive psychological interactions with others with whom there is mutual trust
and concern.

Experiential Knowledge: contributes to solve problems and improve quality of life.
Emotional support : Esteem, attachment and reassurance

Instrumental Support: Product and services.

How to be a cooperative person:For being a cooperative person following things needs to be done:

Listen carefully to others and make sure you perceive what they're expressing.
Share when you have something that others would really like to have.

Take Turns once there's something that no-one desires to do, or when more than one person desires to do a
similar factor.

Compromise when you have a significant conflict.

Do your part the very best that you just probably can. This can inspire others to do the same.
Show appreciation to people for what they contribute.

Encourage people to do their best.

Make people needed. Working together may be a lot more fun that manner.

Don’t isolate or exclude anyone. Everyone has something valuable to offer, and nobody likes being omitted
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UNIT 6.6: Group Interaction

__Unit Objectives ©

At the end of this unit, you will be able to:
1. Participate in group discussions in the class.
2. Give speech in the public.

3. Understand the importance of team building and team work.

—6.6.1 Group Interaction

Every day we tend to meet with teams of individuals socially
and professionally. However we interact to play a big role in the
impressions we tend to produce. Interaction that happens whereas a
group completes a cooperative task describes how the group works.
For a successful and positive group interaction these steps needs to
be followed:

e Put your mobile phone away or place in silent mode.

e Greet everyone.

e Be friendly with everyone in the group Fig.6.6.1: Group Interaction

e Show an interest in others by paying someone a compliment and listen carefully to what is being discussed.
e Be proactive and introduce yourself to others in the group.

e Sit up straight. Poor body posture is an indication of low self-esteem.

e  Focus your attention on the person talking.

¢ Don’t discount anyone’s comment. Remember everyone is different and have different the ability to think.
e Think before you speak. Don’t be too quick to jump into the conversation.

¢ Bearespect listener and observer.

¢ Include everyone when talking. Be sure to share eye contact with each person in the group.

e Unless there is a clear indication don’t change the topic. Otherwise it will make people feel you are not
interested in the topic.

e Don’t start or participate in a side conversation. Don’t allow their mistake to prevent you from being a good
listener.

e Make sure to smile shake hands and embrace and use each person’s name when conversation and the
person’s name when the discussion is over.

Everything you are doing in a group setting makes an effect on everybody in the group. Don’t ever suppose
something doesn’t matter. Everything matters. Take every chance to take part in informal and formal group
interactions. Begin by creating small contributions to discussion, prepare an issue to raise or accept as true with
another person’s remark. Ask for other persons opinion.




—6.6.2 Importance of Group Interactions

As a participant group interactions is important as:

As a participant group interactions is important as:
It helps you to get a subject more deeply.

It improves your strength to think positively.

It helps in solving a serious issue.

It helps the team to go on a final decision.

It provides you the chance to listen to others' ideas.

It improves your listening skills.

It increases your confidence in communications.
It can change your behavior.

Understanding a member interpersonal skills.
Identifying if a member is able to work in a team.

Understanding ones behavior.

Selecting a perspective member in a perspective methodology.

Dos and Don’ts of Group Interaction

Do’s

Don't

Speak pleasantly and in a well mannered way to
the group.

Respect the contribution of each speaker.

Remember that a discussion isn't AN argument.
Learn to disagree in a well mannered way.

Think about your contribution before you speak.
How best can you answer the question/ contribute
to the topic?

Try to follow the discussion topic. do not introduce
tangential information.

Be aware of your visual communication when you
are speaking.

Agree with and acknowledge what you find
fascinating.

Lose your temper. A discussion isn't an argument.
Shout. Use a moderate tone and medium pitch.

Use too several gestures when you speak. Gestures
like finger pointing and table thumping will appear
aggressive.

Dominate the discussion. Confident speakers
ought to enable quieter students an opportunity
to contribute.

Draw too much on personal experience or
anecdote. Although some tutors encourage
students to reflect on their own expertise, keep in
mind to not generalize an excessive amount of.

Interrupt. Wait for a speaker to complete before
you speak.

Fig.6.6.2: Dos and Don’ts of Group Interaction

6.6.3 Team Work

Team work is a critical part of professional life. They can have a big impact on:

The profitability of an organisation.
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e People enjoy their work.

o Staff retention rates.

e Team and individual performance.
e Company reputation.

Importance of Team Building

Team building activities not only boost morale of the team
members, but it can also increase the success rate of the
teams. Team building is an important activity as it:

Fig.6.6.3: Team work

e Facilitates better communication: Activities that create
discussion results in open communication among the employees, and among employees and management.
This improves office environment also the quality of work.

o Motivates employees: The more comfortable team members are to share their ideas and opinions, the more
confident they will be. This motivates them to take on new projects or challenges.

e Promotes creativity: Working closely with other team members increase creativity and promotes new ideas.

o Develops problem-solving skills: Team building activities that require team members to work closely to solve
problems improves the ability to think rationally and logically. Teams that determine when a problem arises
and knows the solution can work better when a real problem occurs.

o Breaks the barrier: Team building increases trust among workers.
Do's and Don’ts of working in a Team

o Don’t argue in public: if you have a disagreement with someone in the team find a neutral place to discuss
the situation.

e Do encourage each other: when things get tough the tough gets going. Contribute to the team in trying
situation.

o Don’ttalk behind the backs: if you have trouble with some team member don’t share with others. Go directly
to the person in a kind and compassionate manner and share what is in your mind.

o Do lend a hand: if a team members is asking for help don’t hesitate in helping him.

e Don’t be the weakest link: Live up to your responsibilities, meet team expectations and communicate
effectively in the team.

¢ Give and receive feedback: As a part of growing team give and receive feedback respectfully and graciously.
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UNIT 6.7: Time Management

__Unit Objectives ©

At the end of this unit, you will be able to:
1. Understand the importance of time management.
2. Develop time management skills.

3. Learn about effective time planning.

—6.7.1 Time Management

Time management is the process of planning and practicing
control over the time given to a specific task, especially to increase
effectiveness, efficiency and productivity. It is an activity with the
goal to increase the overall advantage of a set of activities within the
limited condition of a limited time.

Some effective time management

o Delegate tasks.

e Identify time wasters.

i :

¢ Combine activities — Plan for them. Fig.6.7.1: Time Management

e Break down big tasks down to the smallest task possible.
e Accomplish them one by one.

e Atthe end of the day conduct a simple analysis to see which activity took time.

—6.7.2 Time Robbers

Time robbers are those activities which create interruption at the workplace. These activities create a deviation
from the objectives which needs to be achieved. Time Robbers could be:

e Poor personal planning and scheduling.

e Interruptions by people without appointments.

e Poor delegation.

e Poor use of the media: Telephone, Mobile, e-mail, and fax, etc.
e Reading junk mail.

e Lack of concern for god time management.

e Lack of clear priorities

N
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The Time Robbers can be avoided by:

e Be active all the time.

e Develop and maintain an organized personal activity schedule.
e Set your priorities.

e Proper delegation.

o Utilize modern technical media.

—6.7.3 Pareto Analysis

e According to this 80% of the tasks can be completed in 20% of the time. The remaining 20 % of the tasks take
80 % of your time. And the task which should fall in first category should be given a higher priority.

e« Time also depends on the type of method adopted to process the task. Methods should always be simpler
and easier to complete the task. If we use difficult ways, it shall be result the waste of time. One should
always try to find out alternate ways to complete a task.

Urgent Important Matrix

1. The Urgent and Important Tasks

2. The Non Urgent but Important Tasks

DO NOW

e Emergencies, complaints and crisis issues
e Superiors desire

e Planned tasks or project work now due

e Meetings with superiors/colleagues

PLAN TO DO THEM

e Planning, preparation

e Scheduling

e Designing, testing

e Thinking, creating, modeling the data

3. The Non Important but Urgent Tasks

4. The Non Important and non-Urgent Tasks

REJECT AND EXPLAIN

e Small requests from others

e Ostensible emergencies

e Misunderstandings rising in work

e Pointless routines or activities

RESIST AND CEASE

e Comfort’ activities, computer
e Games, net surfing, excessive
e Cigarette breaks

e Chat, gossip, social

e Communications

e Reading irrelevant and useless material

Fig.6.7.2: Urgent Important Matrix

This matrix helps you understand:
e What should be done

e  What should be planned

e What should be resisted

e  What should be rejected

N




The simplest method of managing time is to create a general to do list. Prioritize the task list:

e Adaily list of things to do, numbered in the order of their priority

e Start with the most unpleasant and difficult task first latter will completed easily and quickly.

e Map out everything while making a task list

e Learntosay “No” to unimportant things

o Strikeout the things completed so that you are familiar what have been completed and what needs to be

completed.

List down the routine activities that you perform in a day.

Prioritize the above mentioned activities in the following heads.

Important Tasks Unimportant Tasks Urgent Tasks

Not Urgent Tasks
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UNIT 6.8: Resume Preparation

_Unit Objectives ©

At the end of this unit, you will be able to:
1. Understand the importance of resume.

2. Learn how to prepare a resume.

—6.8.1 Introduction

A resume is a self-declaration which once done properly shows
how an individual’s skills, experience and achievements matches
the need of the work that they wish to get. The sole purpose of a
resume is one to win an interview. It convinces the future employer
what he wants from the prospective employee in new career or
position.

It also establishes an individual as a professional person with
high standards and excellent writing skills based on the fact that
his resume is written well. It also helps you clarify your direction,
qualifications and strengths, boost your confidence or to start out  fig.6.8.1: A Resume
the process of committing to a job or a career modification.

One must know about a resume that:
e Your resume is an instrument to get you an interview but not a job

o Employer will be screen your resume for just 15-20 seconds. That’s the time your resume will make an
impact on employer.

There are different sections on the resume in the same order as mentioned under:

Section What is the employer looking for
Header Your identity and to contact you
Objective To check if their requirement and your objective match
Education To check if you have the basic qualification for the job/

internship you are applying for

Practical Experience/Projects To see if you have done anything that reflects your
potential capability. Also to see how different you are
from your peers.

Skills How equipped you are in terms of your personality
traits as well as occupational skills

Interests Professional aspects apart, how meaningful is your
life?

Other Is there anything else significant and relevant you

want to showcase, that will add value to your resume.

Fig.6.8.2: Different Sections on the Resume




Preparation work and important tips

Before you start preparing your resume make sure to follow the checklist:

Educational documents from class ten onwards to calculate scores

Make list of all things that you need to add to your resume. Like internships, projects, part time jobs,
extracurricular activities, sports, training, skills, interests etc. the list doesn't need to be complete, you'll
always add to the list as you go.

Before preparing resume always remember:

Every point in your resume should be specific and must be supported be supported by a number of factual
information.

Use action verbs in all your points. They catch attention immediately and make your sentences clear.
Use bullets not paragraphs.
Do not mention your responsibilities mention what you have accomplished.

A common mistake we make while constructing the resume is to copy the format from our friends resume
and built it based on that.

—6.8.1.1 Resume Header

Purpose: You have to provide some information about yourself, so that the employer can reach you.

Mandatory fields include: Name, current address, email id, phone number, date of birth. Your name should be
written in bigger font.

Do Not:

Include your photo.
Write RESUME as heading to the file.
Give details like family information, marital status, etc.

Add these details to the bottom of your resume or occupy more space to fill up these details.

—6.8.1.2 Framing the Objective

Purpose: To convey the employer what goals you have. The focus should be towards getting a particular position
in a specific industry.

Always remember:

Your objective should include the following:

Position wanted

Functional area
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e Industry wanted
e Be specific and restrict it to minimum words.
e You objective should be different to each role you apply to

e While writing the objective, keep the employers requirement in mind. The objective is not what you desire
from the company;, it’s about company’s need.

—6.8.1.3 Education

The next session in your resume is to highlight your educational qualifications.

Purpose: For the employer to know whether you have basic qualification for the job for which you are applying
or not.

Always Remember:

e To write all educational qualifications from class 10 to highest education.

e Forclass 10 and 12 —include school/college name, Board, Stream/Specialization (If any), year of study, Marks.
e For undergraduate —include College name, University name, Degree and Specialization, year of study.

e  Write all your qualifications in reverse chronological order, i.e. the latest qualification on top.

e You may write the educational qualifications in a tabular format or in a simple one after the other order.

—6.8.1.4 Projects and Internships

The next part of your resume includes the hands on work that you have done, like projects, internships, in-plant
training, part time jobs, volunteering, starting up a company and other initiatives. The number and the nature of
initiatives taken defines whether to keep one heading or detail them under different headings.

Purpose: This is a mandatory part of a resume, as your hands on work and the initiatives you have taken apart
from your curriculum in what will reflect your real strength as well as separate your resume from your peers.

Remember:

¢ The heading should be — title / project name, role, company/organization name, -2 lines description about
the specific time period.

e Time period is must.

e The entries under each heading must be in reverse chronological order.

e Be very specific on what you have accomplished. Add numbers and facts wherever possible.
Do Not:

e Do not write simple statements. It does not give employer a clear picture of the work you have done. Thus
the employer can assume that you have done an internship for the certificate.




—6.8.1.5 Skills

Heading: You can have multiple headings under skills. Common heading can include:

o Soft Skills: must include, they showcase your personality traits.

e Core skills: If you possess any core skills which differentiates you from others include them. These are skills
you possess should be relevant to the employer.

e IT Skills: These days every job needs IT skills so mention all the skills that you have. Any software that you
have worked on or even basic IT skills.

Remember:
e Pick only a few soft skills that best represents you

e Give relevant examples if possible for the skills that you have mentioned.

—6.8.1.6 Interests

Provide relevant interests that you would like your employers to know.

This section will define you as an individual and informal discussions will be centered on this topic. These
discussions will normally be used to understand your core values, communication skills and your interests.

Remember:

e provide details of those interests that makes sense and which adds value to you
e Make points specific and add supporting fact to it.

e Do not just list random interests like: sleeping, eating, breathing etc.

e Do notinclude interests like Smoking, drinking, partying movies etc. they create wrong impression.

—6.8.1.7 References

References in the resume

References are people whom you have worked with you before or who know you and are in senior positions
in their organizations. The references may be called upon to ask about you. While providing the details of the
references remember to

e Provide the name, email ID, Phone number (after taking the approval from the reference), and the relationship
with you.

e Ensure that you have spoken to the reference and tell them that they should expect a call from your potential
ployers.
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—6.8.1.8 Points to Remember

e The resume should not be verbose and should be limited to 2 pages

e Resume should not have any errors on it. No spelling mistakes, no grammatical errors etc.

e Go through your resume multiple times to get the resume right. You might need to continuously edit it.
e Keep the font professional and at 11 or 12. Do not use more than 2 fonts. Ideally limit it to one.

e However the font of the header and the introduction can have a font that is bigger.

e The text should all be in black as most employers print in black and white.

e Keep enough margin on the sides and the top (1.5 to 2 line space)

e The body of the resume should be left aligned and the header should be center aligned.




UNIT 6.9: Interview Preparation

—Unit Objectives ©
By the end of this unit, you will:

1. Understand the procedure of interview.

2. Go thorough mock interviews.

3. Understand how to present themselves during an interview.
4

Be motivated to work after the training period is over.

—6.9.1 Interview

A conversation between two people (interviewer and interviewee) where the questions are asked by the
interviewer to the interviewee with the intent of understanding the interviewee is an interview. Essentially in
simple terms if you are looking for a job then you get interviewed by the employer who checks your knowledge,
skills, interests etc.

Fig.6.9.1: Interview
Some types of Interview

1. HR Interview: Traditionally interviews are face to face interviews. Normally it’s a one-to-one conversation
with the HR Executive. You are advised to maintain good eye contact, listen keenly and answer promptly.

2. Panel Interview: In this situation, there is more than one interviewer. A panel ranging from two to ten
members discuss and interview. In this case you can display group management and group presentation
skills.

3. Technical interview: Based on your skills and the requirements of the organization a technical interview is
conducted. The focus is on the skill set based on what’s on the resume or the organizations need.

4. Telephonic Interview: In cases where the candidate cannot reach the interview physically an interview on
the telephone is conducted. This is normally the first screening interview.

Before going for an interview, it is important to have clarity of the role you are applying for. It’s also important
that for you to know where you are applying and whom will you be talking to. Your answers should tell the
employer that you are the match they are looking for.
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This requires you to do a small research on the following fields:
e Company & Field

e Job Description

e Yourself (Skills, Values & Interests)

e Resume (Experience)

If you were an employer, you would have chosen a person who is sure of himself, calm and confident. So it’s
important that you are:

e Confident

e Relaxed

e Sure of yourself

e Prepared

e Dress Professionally

It is important that you dress professionally. It is a proven fact that the way we dress makes a huge difference
in the way we are perceived. 90% of the way you communicate with other people is through body language
(gestures, expressions, etc.) and the first Impression we make. It is very simple to make a great first impression.

For a good first impression it is important those we:

e Smell good

e Have a professional appearance

e Pay attention to your grooming

¢ Make eye contact

¢ Know what and how you speak

e Our overall personality contributes to our complete perception.

How to dress for Interview

Men Women

Long-sleeved buttoned shirt (clean and pressed)

Conservative pump, no stilettos

Dark shoes (cleaned and polished) and dark socks

Jewellery -One set of earrings (preferably knobs)

Get a haircut (short hair is always best)

No bangles

No Jewellery (chains, earrings, piercing)

Minimal use of makeup

No beards or Tattoos

Fig.6.9.2: Dress for Interview
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—6.9.2 The Do’s and Don’ts in an Interview

Some of you might have faced an interview and some of you might not have. However, by now, you definitely
have a better understanding what are the accepted standards of a professional behavior. Read the sentences
given and mark them as do’s or don’ts, in relation to an interview:

Sentence Do’s Don’ts

Be yourself

Burp while talking!!!

Just out from a ‘powder factory’ ( worn too much make-up)

Reach just about the right time for the interview

Just barge in the cabin/ office

Forget to greet the receptionist/ don’t respond

Think before you speak

Do your homework- Visit the company website
Take time to think (TTTT)
Wear bright colour clothes on the D-day

Emphasis on your strengths

Argue/ Debate with the interviewer

Chew gum during the interview.

Review your educational and work experiences

See your documents flying out of the file (Being clumsy)

Thank the interviewer

Have the ‘they need me’ attitude

Maintain eye contact and good body language

Only give monosyllabic answers(depends on the kind of questions asked...in-

between)

Carry a copy of your resume

Fig.6.9.3: Do’s and Don’ts in an Interview

—6.9.3 During the Interview

e Be confident, not arrogant

e Sell yourself - Keep your energy up

¢ Maintain your posture

e Be positive, don’t complain

e Know your resume and accomplishments.

You need to express effectively in an interview. The parameters that the candidates are assessed on during the
interview are very simple. These are the parameters that this training program has prepared you for.
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—Notes
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— Key Learning Outcomes [ *

At the end of this module, you will be able to:
Explain the meaning of health
List common health issues
Discuss tips to prevent common health issues

Explain the meaning of hygiene

1
2
3
4
5. Understand the purpose of Swacch Bharat Abhiyan
6. Explain the meaning of habit

7. Discuss ways to set up a safe work environment

8. Discuss critical safety habits to be followed by employees

9. Explain the importance of self-analysis

10. Understand motivation with the help of Maslow’s Hierarchy of Needs
11. Discuss the meaning of achievement motivation

12. List the characteristics of entrepreneurs with achievement motivation
13. List the different factors that motivate you

14. Discuss how to maintain a positive attitude

15. Discuss the role of attitude in self-analysis

16. List your strengths and weaknesses

17. Discuss the qualities of honest people

18. Describe the importance of honesty in entrepreneurs

19. Discuss the elements of a strong work ethic

20. Discuss how to foster a good work ethic

21. List the characteristics of highly creative people

22. List the characteristics of highly innovative people

23. Discuss the benefits of time management

24. List the traits of effective time managers

25. Describe effective time management technique

26. Discuss the importance of anger management

27. Describe anger management strategies

28. Discuss tips for anger management

29. Discuss the causes of stress

30. Discuss the symptoms of stress

31. Discuss tips for stress management

32. Identify the basic parts of a computer

33. Identify the basic parts of a keyboard

o




34. Recall basic computer terminology

35. Recall the functions of basic computer keys

36. Discuss the main applications of MS Office

37. Discuss the benefits of Microsoft Outlook

38. Discuss the different types of e-commerce

39. List the benefits of e-commerce for retailers and customers
40. Discuss how the Digital India campaign will help boost e-commerce in India
41. Explain how you will sell a product or service on an e-commerce platform
42. Discuss the importance of saving money

43. Discuss the benefits of saving money

44. Discuss the main types of bank accounts

45. Describe the process of opening a bank account

46. Differentiate between fixed and variable costs

47. Describe the main types of investment options

48. Describe the different types of insurance products

49. Describe the different types of taxes

50. Discuss the uses of online banking

51. Discuss the main types of electronic funds transfers

52. Discuss the steps to prepare for an interview

53. Discuss the steps to create an effective Resume

54. Discuss the most frequently asked interview questions

55. Discuss how to answer the most frequently asked interview questions
56. Discuss basic workplace terminology

57. Discuss the concept of entrepreneurship

58. Discuss the importance of entrepreneurship

59. Describe the characteristics of an entrepreneur

60. Describe the different types of enterprises

61. List the qualities of an effective leader

62. Discuss the benefits of effective leadership

63. List the traits of an effective team

64. Discuss the importance of listening effectively

65. Discuss how to listen effectively

66. Discuss the importance of speaking effectively

67. Discuss how to speak effectively

68. Discuss how to solve problems
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69.
70.
71.
72.
73.
74.
75.
76.
77.
78.
79.
80.
81.
82.
83.
84.
85.
86.
87.
88.
89.
90.
91.
92.
93.
94.
95.
96.
97.
98.
99.

100.
101.
102.
103.

List important problem solving traits

Discuss ways to assess problem solving skills

Discuss the importance of negotiation

Discuss how to negotiate

Discuss how to identify new business opportunities

Discuss how to identify business opportunities within your business
Understand the meaning of entrepreneur

Describe the different types of entrepreneurs

List the characteristics of entrepreneurs

Recall entrepreneur success stories

Discuss the entrepreneurial process

Describe the entrepreneurship ecosystem

Discuss the government’s role in the entrepreneurship ecosystem
Discuss the current entrepreneurship ecosystem in India
Understand the purpose of the Make in India campaign

Discuss the relationship between entrepreneurship and risk appetite
Discuss the relationship between entrepreneurship and resilience
Describe the characteristics of a resilient entrepreneur

Discuss how to deal with failure

Discuss how market research is carried out

Describe the 4 Ps of marketing

Discuss the importance of idea generation

Recall basic business terminology

Discuss the need for CRM

Discuss the benefits of CRM

Discuss the need for networking

Discuss the benefits of networking

Understand the importance of setting goals

Differentiate between short-term, medium-term and long-term goals
Discuss how to write a business plan

Explain the financial planning process

Discuss ways to manage your risk

Describe the procedure and formalities for applying for bank finance
Discuss how to manage your own enterprise

List important questions that every entrepreneur should ask before starting an enterprise




UNIT 7.1: Personal Strengths & Value Systems

— Unit Objectives ©

At the end of this unit, you will be able to:

Explain the meaning of health

List common health issues

Discuss tips to prevent common health issues
Explain the meaning of hygiene

Understand the purpose of Swacch Bharat Abhiyan
Explain the meaning of habit

Discuss ways to set up a safe work environment

Discuss critical safety habits to be followed by employees
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Explain the importance of self-analysis
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. Understand motivation with the help of Maslow’s Hierarchy of Needs
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. Discuss the meaning of achievement motivation
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. List the characteristics of entrepreneurs with achievement motivation
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W

. List the different factors that motivate you

[u—
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. Discuss how to maintain a positive attitude

[—
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. Discuss the role of attitude in self-analysis

—
)

. List your strengths and weaknesses

[
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. Discuss the qualities of honest people

—
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. Describe the importance of honesty in entrepreneurs
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. Discuss the elements of a strong work ethic
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. Discuss how to foster a good work ethic
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—

. List the characteristics of highly creative people
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. List the characteristics of highly innovative people
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W

. Discuss the benefits of time management
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. List the traits of effective time managers
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. Describe effective time management technique
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. Discuss the importance of anger management
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. Describe anger management strategies

[\e}
o g

. Discuss tips for anger management
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. Discuss the causes of stress
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. Discuss the symptoms of stress

W
—

. Discuss tips for stress management

—___m.__________
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—7.1.1 Health, Habits, Hygiene: What is Health?

As per the World Health Organization (WHO), health is a “State of complete physical, mental, and social well-
being, and not merely the absence of disease or infirmity.” This means being healthy does not simply mean not
being unhealthy — it also means you need to be at peace emotionally, and feel fit physically. For example, you
cannot say you are healthy simply because you do not have any physical ailments like a cold or cough. You also
need to think about whether you are feeling calm, relaxed and happy.

Common Health Issues

Some common health issues are:
o Allergies

e Asthma

o Skin Disorders

e Depression and Anxiety

o Diabetes

e Cough, Cold, Sore Throat

o Difficulty Sleeping

o Obesity

—7.1.1.1 Tips to Prevent Health Issues Q

Taking measures to prevent ill health is always better than curing a disease or sickness. You can stay healthy by:
e Eating healthy foods like fruits, vegetables and nuts

e Cutting back on unhealthy and sugary foods

e Drinking enough water everyday

e Not smoking or drinking alcohol

e Exercising for at least 30 minutes a day, 4-5 times a week

e Taking vaccinations when required

e Practicing yoga exercises and meditation

How many of these health standards do you follow? Tick the ones that apply to you.

Get minimum 7-8 hours of sleep every night.

Avoid checking email first thing in the morning and right before you go to bed at night.
Don’t skip meals — eat regular meals at correct meal times.

Read a little bit every single day.

Eat more home cooked food than junk food

Stand more than you sit.

I
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Drink a glass of water first thing in the morning and have at least 8 glasses of water through the day.

N




8. Go to the doctor and dentist for regular checkups.

9. Exercise for 30 minutes at least 5 days a week.

Ooodano

10. Avoid consuming lots of aerated beverages.

—7.1.1.2 What is Hygiene?

As per the World Health Organization (WHO), “Hygiene refers to conditions and practices that help to maintain
health and prevent the spread of diseases.” In other words, hygiene means ensuring that you do whatever is
required to keep your surroundings clean, so that you reduce the chances of spreading germs and diseases.

For instance, think about the kitchen in your home. Good hygiene means ensuring that the kitchen is always spick
and span, the food is put away, dishes are washed and dustbins are not overflowing with garbage. Doing all this
will reduce the chances of attracting pests like rats or cockroaches, and prevent the growth of fungus and other
bacteria, which could spread disease.

How many of these health standards do you follow? Tick the ones that apply to you.

Have a bath or shower every day with soap —and wash your hair with shampoo 2-3 times a week.
Wear a fresh pair of clean undergarments every day.

Brush your teeth in the morning and before going to bed.

Cut your fingernails and toenails regularly.

Wash your hands with soap after going to the toilet.

Use an anti-perspirant deodorant on your underarms if you sweat a lot.

Wash your hands with soap before cooking or eating.

Stay home when you are sick, so other people don’t catch what you have.

Y ® N w D=

Wash dirty clothes with laundry soap before wearing them again.

oooooooOoooan

10. Cover your nose with a tissue/your hand when coughing or sneezing.

See how healthy and hygienic you are, by giving yourself 1 point for every ticked statement! Then take a look at
what your score means.

Your Score

e 0-7/20: You need to work a lot harder to stay fit and fine! Make it a point to practice good habits daily and
see how much better you feel!

e 7-14/20: Not bad, but there is scope for improvement! Try and add a few more good habits to your daily
routine.

e 14-20/20: Great job! Keep up the good work! Your body and mind thank you!

—___m._________
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—7.1.1.3 Swachh Bharat Abhiyan

We have already discussed the importance of following good hygiene and health practices for ourselves. But, it
is not enough for us to be healthy and hygienic. We must also extend this standard to our homes, our immediate
surroundings and to our country as a whole.

The ‘Swachh Bharat Abhiyan’ (Clean India Mission) launched by Prime Minister Shri Narendra Modi on 2nd
October 2014, believes in doing exactly this. The aim of this mission is to clean the streets and roads of India
and raise the overall level of cleanliness. Currently this mission covers 4,041 cities and towns across the country.
Millions of our people have taken the pledge for a clean India. You should take the pledge too, and do everything
possible to keep our country clean!

—7.1.1.4 What are Habits?

A habit is a behaviour that is repeated frequently. All of us have good habits and bad habits. Keep in mind the
phrase by John Dryden: “We first make our habits, and then our habits make us.” This is why it is so important
that you make good habits a way of life, and consciously avoid practicing bad habits.

Some good habits that you should make part of your daily routine are:
e Always having a positive attitude

e Making exercise a part of your daily routine

e Reading motivational and inspirational stories

e Smiling! Make it a habit to smile as often as possible

e Making time for family and friends

¢ Going to bed early and waking up early

Some bad habits that you should quit immediately are:

Skipping breakfast

Snacking frequently even when you are not hungry

Eating too much fattening and sugary food

Smoking, drinking alcohol and doing drugs

Spending more money than you can afford

Worrying about unimportant issues

Staying up late and waking up late

7.1.1.5 Tips (&

¢ Following healthy and hygienic practices every day will make you feel good mentally and physically.

e Hygiene is two-thirds of health — so good hygiene will help you stay strong and healthy!

o




—7.1.2 Safety: Tips to Design a Safe Workplace

Every employer is obligated to ensure that his workplace follows the highest possible safety protocol. When
setting up a business, owners must make it a point to:

e Use ergonomically designed furniture and equipment to avoid stooping and twisting
e Provide mechanical aids to avoid lifting or carrying heavy objects

e Have protective equipment on hand for hazardous jobs

o Designate emergency exits and ensure they are easily accessible

e Set down health codes and ensure they are implemented

e Follow the practice of regular safety inspections in and around the workplace

e Ensure regular building inspections are conducted

e Get expert advice on workplace safety and follow it

—7.1.2.1 Negotiable Employee Safety Habits

Every employer is obligated to ensure that his workplace follows the highest possible safety protocol. When
setting up a business, owners must make it a point to:

e Immediately report unsafe conditions to a supervisor

e Recognize and report safety hazards that could lead to slips, trips and falls
e Report all injuries and accidents to a supervisor

¢ Wear the correct protective equipment when required

e Learn how to correctly use equipment provided for safety purposes

e Be aware of and avoid actions that could endanger other people

e Take rest breaks during the day and some time off from work during the week

7.1.2.2 Tips (&

e Be aware of what emergency number to call at the time of a workplace emergency

e Practice evacuation drills regularly to avoid chaotic evacuations

—7.1.3 Self Analysis — Attitude, Achievement Motivation

To truly achieve your full potential, you need to take a deep look inside yourself and find out what kind of
person you really are. This attempt to understand your personality is known as self-analysis. Assessing yourself
in this manner will help you grow, and will also help you to identify areas within yourself that need to be further
developed, changed or eliminated. You can better understand yourself by taking a deep look at what motivates
you, what your attitude is like, and what your strengths and weaknesses are.

N
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7.1.3.1 What is Motivation?

Very simply put, motivation is your reason for acting or behaving in a certain manner. It isimportant to understand
that not everyone is motivated by the same desires — people are motivated by many, many different things. We
can understand this better by looking at Maslow’s Hierarchy of Needs.

—7.1.3.2 Maslow’s Hierarchy of Needs

Famous American psychologist Abraham Maslow wanted to understand what motivates people. He believed that
people have five types of needs, ranging from very basic needs (called physiological needs) to more important
needs that are required for self-growth (called self- actualization needs). Between the physiological and self-
actualization needs are three other needs — safety needs, belongingness and love needs, and esteem needs.
These needs are usually shown as a pyramid with five levels and are known as Maslow’s Hierarchy of Needs.

Self-fulfillment
needs

Psychological
needs

Belongingness and love needs:
intimate relationships, friends

Basic
needs

Fig.7.1.1: Maslow’s Hierarchy of Needs

As you can see from the pyramid, the lowest level depicts the most basic needs. Maslow believed that our
behaviour is motivated by our basic needs, until those needs are met. Once they are fulfilled, we move to the next
level and are motived by the next level of needs. Let’s understand this better with an example.




Rupa comes from a very poor family. She never has enough food, water, warmth or rest. According to Maslow,
until Rupa is sure that she will get these basic needs, she will not even think about the next level of needs — her
safety needs. But, once Rupa is confident that her basic needs will be met, she will move to the next level, and her
behaviour will then be motivated by her need for security and safety. Once these new needs are met, Rupa will
once again move to the next level, and be motivated by her need for relationships and friends. Once this need is
satisfied, Rupa will then focus on the fourth level of needs — her esteem needs, after which she will move up to
the fifth and last level of needs — the desire to achieve her full potential.

—7.1.3.3 Understanding Achievement Motivation

We now know that people are motivated by basic, psychological and self-fulfillment needs. However, certain
people are also motivated by the achievement of highly challenging accomplishments. This is known as
Achievement Motivation, or ‘need for achievement’.

The level of motivation achievement in a person differs from individual to individual. It is important that
entrepreneurs have a high level of achievement motivation — a deep desire to accomplish something important
and unique. It is equally important that they hire people who are also highly motivated by challenges and success.

What Motivates You?

What are the things that really motivate you? List down five things that really motivate you. Remember to answer
honestly!

| am motivated by:
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Characteristics of Entrepreneurs with Achievement Motivation
Entrepreneurs with achievement motivation can be described as follows:
e Unafraid to take risks for personal accomplishment

e Love being challenged Future-oriented Flexible and adaptive
e Value negative feedback more than positive feedback

e \Very persistent when it comes to achieving goals

o Extremely courageous

e Highly creative and innovative

e Restless - constantly looking to achieve more

e Feel personally responsible for solving problems

Think about it:

¢ How many of these traits do you have?

e Can you think of entrepreneurs who display these traits?

—7.1.3.4 How to Cultivate a Positive Attitude?

The good news is attitude is a choice. So it is possible to improve, control and change our attitude, if we decide
we want to! The following tips help foster a positive mindset:

¢ Remember that you control your attitude, not the other way around

e Devote at least 15 minutes a day towards reading, watching or listening to something positive
e Avoid negative people who only complain and stop complaining yourself

e Expand your vocabulary with positive words and delete negative phrases from your mind

e Be appreciative and focus on what’s good in yourself, in your life, and in others

e Stop thinking of yourself as a victim and start being proactive

e Imagine yourself succeeding and achieving your goals

—7.1.3.5 What is Attitude?

Now that we understand why motivation is so important for self-analysis, let’s look at the role our attitude plays
in better understanding ourselves. Attitude can be described as your tendency (positive or negative), to think and
feel about someone or something. Attitude is the foundation for success in every aspect of life. Our attitude can
be our best friend or our worst enemy. In other words:

“The only disability in life is a bad attitude.”

When you start a business, you are sure to encounter a wide variety of emotions, from difficult times and failures
to good times and successes. Your attitude is what will see you through the tough times and guide you towards
success. Attitude is also infectious. It affects everyone around you, from your customers to your employees to
your investors. A positive attitude helps build confidence in the workplace while a negative attitude is likely to
result in the demotivation of your people.
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—7.1.3.6 What Are Your Strengths and Weaknesses?

Another way to analyze yourself is by honestly identifying your strengths and weaknesses. This will help you use
your strengths to your best advantage and reduce your weaknesses.

Note down all your strengths and weaknesses in the two columns below. Remember to be honest with yourself!

Strengths Weaknesses

—7.1.3.7 Tips [&

o Achievement motivation can be learned.
e Don’t be afraid to make mistakes.
e Train yourself to finish what you start.

e Dream big.

—7.1.4 Honesty & Work Ethics: What is Honesty?

Honesty is the quality of being fair and truthful. It means speaking and acting in a manner that inspires trust. A
person who is described as honest is seen as truthful and sincere, and as someone who isn’t deceitful or devious
and doesn’t steal or cheat. There are two dimensions of honesty — one is honesty in communication and the
other is honesty in conduct.

Honesty is an extremely important trait because it results in peace of mind and builds relationships that are
based on trust. Being dishonest, on the other hand, results in anxiety and leads to relationships full of distrust
and conflict.
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—7.1.4.1 Qualities of Honest People

Honest individuals have certain distinct characteristics. Some common qualities among honest people are:

e They don’t worry about what others think of them. They believe in being themselves — they don’t bother
about whether they are liked or disliked for their personalities.

e They stand up for their beliefs. They won’t think twice about giving their honest opinion, even if they are
aware that their point of view lies with the minority.

e They are think skinned. This means they are not affected by others judging them harshly for their honest
opinions.

e They forge trusting, meaningful and healthy friendships. Honest people usually surround themselves with
honest friends. They have faith that their friends will be truthful and upfront with them at all times.

They are trusted by their peers. They are seen as people who can be counted on for truthful and objective
feedback and advice.

e Honesty and employees: When entrepreneurs build honest relationships with their employees, it leads to
more transparency in the workplace, which results in higher work performance and better results.

e Honesty and investors: For entrepreneurs, being honest with investors means not only sharing strengths
but also candidly disclosing current and potential weaknesses, problem areas and solution strategies. Keep
in mind that investors have a lot of experience with startups and are aware that all new companies have
problems. Claiming that everything is perfectly fine and running smoothly is a red flag for most investors.

o Honesty with oneself: The consequences of being dishonest with oneself can lead to dire results, especially
in the case of entrepreneurs. For entrepreneurs to succeed, it is critical that they remain realistic about their
situation at all times, and accurately judge every aspect of their enterprise for what it truly is.

—7.1.4.2 Importance of Honesty in Entrepreneurs

One of the most important characteristics of entrepreneurs is honesty. When entrepreneurs are honest with their
customers, employees and investors, it shows that they respect those that they work with. It is also important
that entrepreneurs remain honest with themselves. Let’s look at how being honest would lead to great benefits
for entrepreneurs.

e Honesty and customers: When entrepreneurs are honest with their customers it leads to stronger
relationships, which in turn results in business growth and a stronger customer network.

—7.1.4.3 What are Work Ethics?

Being ethical in the workplace means displaying values like honesty, integrity and respect in all your decisions
and communications. It means not displaying negative qualities like lying, cheating and stealing.

Workplace ethics play a big role in the profitability of a company. It is as crucial to an enterprise as high morale
and teamwork. This is why most companies lay down specific workplace ethic guidelines that must compulsorily
be followed by their employees. These guidelines are typically outlined in a company’s employee handbook.
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—7.1.4.4 Elements of a Strong Work Ethic

An entrepreneur must display strong work ethics, as well as hire only those individuals who believe in and display
the same level of ethical behavior in the workplace. Some elements of a strong work ethic are:

¢ Professionalism: This involves everything from how you present yourself in a corporate setting to the manner
in which you treat others in the workplace.

e Respectfulness: This means remaining poised and diplomatic regardless of how stressful or volatile a situation
is.

o Dependability: This means always keeping your word, whether it’s arriving on time for a meeting or delivering
work on time.

¢ Dedication: This means refusing to quit until the designated work is done, and completing the work at the
highest possible level of excellence.

¢ Determination: This means embracing obstacles as challenges rather than letting them stop you, and pushing
ahead with purpose and resilience to get the desired results.

e Accountability: This means taking responsibility for your actions and the consequences of your actions, and
not making excuses for your mistakes.

e Humility: This means acknowledging everyone’s efforts and had work, and sharing the credit for
accomplishments.

—7.1.4.5 How to Foster a Good Work Ethic?

As an entrepreneur, it is important that you clearly define the kind of behaviour that you expect from each and
every team member in the workplace. You should make it clear that you expect employees to display positive
work ethics like:

e Honesty: All work assigned to a person should be done with complete honesty, without any deceit or lies.
e Good attitude: All team members should be optimistic, energetic, and positive.
e Reliability: Employees should show up where they are supposed to be, when they are supposed to be there.

e Good work habits: Employees should always be well groomed, never use inappropriate language, conduct
themselves professionally at all times, etc.

¢ Initiative: Doing the bare minimum is not enough. Every team member needs to be proactive and show
initiative.
e Trustworthiness: Trust is non-negotiable. If an employee cannot be trusted, it’s time to let that employee go.

e Respect: Employees need to respect the company, the law, their work, their colleagues and themselves.

e Integrity: Each and every team member should be completely ethical and must display above board behaviour
at all times.

o Efficiency: Efficient employees help a company grow while inefficient employees result in a waste of time
and resources.
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7.1.4.6 Tips [&

e Don’t get angry when someone tells you the truth and you don’t like what you hear.

e Always be willing to accept responsibility for your mistakes.

—7.1.5 Creativity & Innovation

What is Creativity?

Creativity means thinking outside the box. It means viewing things in new ways or from different perspectives,
and then converting these ideas into reality. Creativity involves two parts: thinking and producing. Simply having
an idea makes you imaginative, not creative. However, having an idea and acting on it makes you creative.

Characteristics of Highly Creative People
Some characteristics of creative people are:

e They are imaginative and playful

e They see issues from different angles

e They notice small details

e They have very little tolerance for boredom
e They detest rules and routine

e They love to daydream

e They are very curious

What is Innovation?

There are many different definitions of innovation. In simple terms, innovation means turning an idea into a
solution that adds value. It can also mean adding value by implementing a new product, service or process, or
significantly improving on an existing product, service or process.

Characteristics of Highly Innovative People

Some characteristics of highly innovative people are:

They embrace doing things differently

They don’t believe in taking shortcuts

They are not afraid to be unconventional

They are highly proactive and persistent

They are organized, cautious and risk-averse

7.1.5.1 Tips (&

o Take regular breaks from your creative work to recharge yourself and gain fresh perspective.

e Build prototypes frequently, test them out, get feedback, and make the required changes.




—7.1.6 Time Management

Time management is the process organizing your time, and deciding how to allocate your time between different
activities. Good time management is the difference between working smart (getting more done in less time) and
working hard (working for more time to get more done).

Effective time management leads to an efficient work output, even when you are faced with tight deadlines and
high pressure situations. On the other hand, not managing your time effectively results in inefficient output and
increases stress and anxiety.

Benefits of Time Management

Time management can lead to huge benefits like:
e Greater productivity

e Higher efficiency

e Better professional reputation

e Reduced stress

e Higher chances for career advancement

e Greater opportunities to achieve goals

Not managing time effectively can result in undesirable consequences like:
e Missing deadlines

e Inefficient work output

e Substandard work quality

e Poor professional reputation

o Stalled career

e Increase in stress and anxiety

7.1.6.1 Traits of Effective Time Managers
Some traits of effective time managers are:

e They begin projects early They set daily objectives

e They modify plans if required, to achieve better results

e They are flexible and open-minded

e They inform people in advance if their help will be required

e They know how to say no

e They break tasks into steps with specific deadlines

e They continually review long term goals

e They think of alternate solutions if and when required

e They ask for help when required They create backup plans

— @
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—7.1.6.2 Effective Time Management Techniques

You can manage your time better by putting into practice certain time management techniques. Some helpful
tips are:

¢ Plan out your day as well as plan for interruptions. Give yourself at least 30 minutes to figure out your time
plan. In your plan, schedule some time for interruptions.

e Put up a “Do Not Disturb” sign when you absolutely have to complete a certain amount of work.

¢ Close your mind to all distractions. Train yourself to ignore ringing phones, don’t reply to chat messages and
disconnect from social media sites.

o Delegate your work. This will not only help your work get done faster, but will also show you the unique skills
and abilities of those around you.

e Stop procrastinating. Remind yourself that procrastination typically arises due to the fear of failure or the
belief that you cannot do things as perfectly as you wish to do them.

e Prioritize. List each task to be completed in order of its urgency or importance level. Then focus on completing
each task, one by one.

¢ Maintain a log of your work activities. Analyze the log to help you understand how efficient you are, and how
much time is wasted every day.

¢ Create time management goals to reduce time wastage.

~7.1.6.3 Tips &

e Always complete the most important tasks first.

o Get at least 7 — 8 hours of sleep every day.

e Start your day early.

e Don’t waste too much time on small, unimportant details.
e Set a time limit for every task that you will undertake.

e Give yourself some time to unwind between tasks.

—7.1.7 Anger Management

Anger management is the process of:
1. Learning to recognize the signs that you, or someone else, is becoming angry

2. Taking the best course of action to calm down the situation in a positive way Anger management does not
mean suppressing anger.

Importance of Anger Management

Anger is a perfectly normal human emotion. In fact, when managed the right way, anger can be considered a
healthy emotion. However, if it is not kept in check, anger can make us act inappropriately and can lead to us
saying or doing things that we will likely later regret.
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Extreme anger can:

e Hurt you physically: It leads to heart disease, diabetes, a weakened immune system, insomnia, and high
blood pressure.

e Hurt you mentally: It can cloud your thinking and lead to stress, depression and mental health issues.
e Hurt your career: It can result in alienating your colleagues, bosses, clients and lead to the loss of respect.

e Hurt your relationships: It makes it hard for your family and friends to trust you, be honest with you and feel
comfortable around you.

This is why anger management, or managing anger appropriately, is so important.

—7.1.7.1 Anger Management Strategies
Here are some strategies that can help you control your anger:
Strategy 1: Relaxation

Something as simple as breathing deeply and looking at relaxing images works wonders in calming down angry
feelings. Try this simple breathing exercise:

e Take a deep breath from your diaphragm (don’t breathe from your chest)
e Visualize your breath coming up from your stomach

e Keep repeating a calming word like ‘relax’ or ‘take it easy’ (remember to keep breathing deeply while
repeating the word)

e  Picture a relaxing moment (this can be from your memory or your imagination)
Follow this relaxation technique daily, especially when you realize that you’re starting to feel angry.
Strategy 2: Cognitive Restructuring

Cognitive restructuring means changing the manner in which you think. Anger can make you curse, swear,
exaggerate and act very dramatically. When this happens, force yourself to replace your angry thoughts with
more logical ones. For instance, instead of thinking ‘Everything is ruined’ change your mindset and tell yourself
‘It’s not the end of the world and getting angry won’t solve this’.

Strategy 3: Problem Solving

Getting angry about a problem that you cannot control is a perfectly natural response. Sometimes, try as you
may, there may not be a solution to the difficulty you are faced with. In such cases, stop focusing on solving the
problem, and instead focus on handling and facing the problem. Remind yourself that you will do your best to
deal with the situation, but that you will not blame yourself if you don’t get the solution you desire.

Strategy 4: Better Communication

When you’re angry, it is very easy to jump to inaccurate conclusions. In this case, you need to force yourself to
stop reacting, and think carefully about what you want to say, before saying it. Avoid saying the first thing that
enters your head. Force yourself to listen carefully to what the other person is saying. Then think about the
conversation before responding.

Strategy 5: Changing Your Environment

If you find that your environment is the cause of your anger, try and give yourself a break from your surroundings.
Make an active decision to schedule some personal time for yourself, especially on days that are very hectic and
stressful. Having even a brief amount of quiet or alone time is sure to help calm you down.
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—7.1.7.2 Tips for Anger Management Q

The following tips will help you keep your anger in check:

e Take some time to collect your thoughts before you speak out in anger.

e Express the reason for your anger in an assertive, but non-confrontational manner once you have calmed
down.

e Do some form of physical exercise like running or walking briskly when you feel yourself getting angry.

e Make short breaks part of your daily routine, especially during days that are stressful. Focus on how to solve
a problem that’s making you angry, rather than focusing on the fact that the problem is making you angry.

—7.1.8 Stress Management

We say we are ‘stressed’ when we feel overloaded and unsure of our ability to deal with the pressures placed
on us. Anything that challenges or threatens our well-being can be defined as a stress. It is important to note
that stress can be good and bad. While good stress keeps us going, negative stress undermines our mental and
physical health. This is why it is so important to manage negative stress effectively.

Causes of Stress

Stress can be caused by internal and external factors.
Internal causes of stress:

e Constant worry

e Rigid thinking

e Unrealistic expectations

e Pessimism

e Negative self-talk

e Allin or all out attitude
External causes of stress:

e Major life changes

o Difficulties with relationships

e Having too much to do

o Difficulties at work or in school
e Financial difficulties

e Worrying about one’s children and/or family

—7.1.8.1 Symptoms of Stress

Stress can manifest itself in numerous ways. Take a look at the cognitive, emotional, physical and behavioral
symptoms of stress.

N




Cognitive Symptoms

Emotional Symptoms

Memory problems
Concentration issues
Lack of judgement
Pessimism

Anxiety

Constant worrying

Depression
Agitation
Irritability
Loneliness
Anxiety
Anger

Physical Symptoms

Behavioral Symptoms

Aches and pain

Diarrhea or constipation

Nausea

Dizziness

Chest pain and/or rapid heartbeat

Frequent cold or flu like feelings

Increase or decrease in appetite
Over sleeping or not sleeping enough
Withdrawing socially

Ignoring responsibilities
Consumption of alcohol or cigarettes

Nervous habits like nail biting, pacing etc.

~7.1.8.2 Tips Manage Stress |2

The following tips can help you manage your stress better:

Note down the different ways in which you can handle the various sources of your stress.

Remember that you cannot control everything, but you can control how you respond.

Discuss your feelings, opinions and beliefs rather than reacting angrily, defensively or passively.
Practice relaxation techniques like meditation, yoga or tai chi when you start feeling stressed.
Devote a part of your day towards exercise.

Eat healthy foods like fruits and vegetables. Avoid unhealthy foods especially those containing large amounts
of sugar.

Plan your day so that you can manage your time better, with less stress.
Say no to people and things when required.

Schedule time to pursue your hobbies and interests.

Ensure you get at least 7-8 hours of sleep.

Reduce your caffeine intake.

Increase the time spent with family and friends.
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UNIT 7.2: Digital Literacy: A Recap

— Unit Objectives ©

At the end of this unit, you will be able to:

Identify the basic parts of a computer
Identify the basic parts of a keyboard
Recall basic computer terminology

Recall the functions of basic computer keys
Discuss the main applications of MS Office
Discuss the benefits of Microsoft Outlook
Discuss the different types of e-commerce

List the benefits of e-commerce for retailers and customers

¥ ® N oW

Discuss how the Digital India campaign will help boost e-commerce in India

10. Describe how you will sell a product or service on an e-commerce platform

—7.2.1 Computer and Internet Basics

Monitor

Fig.7.2.1: Parts of a Computer

Shift Space Enter Arrow Keys

Fig.7.2.2: Parts of a Keyboard
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—7.2.1.1 Basic Parts of a Computer

Central Processing Unit (CPU): The brain of the computer. It interprets and carries out program instructions.

Hard Drive: A device that stores large amounts of data.

Monitor: The device that contains the computer screen where the information is visually displayed.
Desktop: The first screen displayed after the operating system loads.

Background: The image that fills the background of the desktop.

Mouse: A hand-held device used to point to items on the monitor.

Speakers: Devices that enable you to hear sound from the computer.

Printer: A device that converts output from a computer into printed paper documents.

Y ® N e w

Icon: A small picture or image that visually represents something on your computer.

10. Cursor: An arrow which indicates where you are positioned on the screen.

11. Program Menu: A list of programs on your computer that can be accessed from the Start menu.

12. Taskbar: The horizontal bar at the bottom of the computer screen that lists applications that are currently in use.

13. Recycle Bin: A temporary storage for deleted files.

—7.2.1.2 Basic Internet Terms

¢ The Internet: Avast, international collection of computer networks that transfers information.

e The World Wide Web: A system that lets you access information on the Internet.

e Website: A location on the World Wide Web (and Internet) that contains information about a specific topic.
¢ Homepage: Provides information about a website and directs you to other pages on that website.

¢ Link/Hyperlink: A highlighted or underlined icon, graphic, or text that takes you to another file or object.

e Web Address/URL: The address for a website.

e Address Box: A box in the browser window where you can type in a web address.

—7.2.1.3 Basic Computer Keys
e Arrow Keys: Press these keys to move your cursor.
e Space bar: Adds a space.
e Enter/Return: Moves your cursor to a new line.
o Shift: Press this key if you want to type a capital letter or the upper symbol of a key.

e Caps Lock: Press this key if you want all the letters you type to be capital letters. Press it again to revert back
to typing lowercase letters.

o Backspace: Deletes everything to the left of your cursor.
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—7.2.1.4 Tips | &

e When visiting a .com address, there no need to type http:// or even www. Just type the name of the website
and then press Ctrl + Enter. (Example: Type ‘apple’ and press Ctrl + Enter to go to www.apple.com)

e Press the Ctrl key and press the + or - to increase and decrease the size of text.

e Press F5 or Ctrl + R to refresh or reload a web page.

—7.2.2 MS Office and Email
About MS Office

MS Office or Microsoft Office is a suite of computer programs developed by Microsoft. Although meant for
all users, it offers different versions that cater specifically to students, home users and business users. All the
programs are compatible with both, Windows and Macintosh.

Most Popular Office Products

Some of the most popular and universally used MS Office applications are:

Microsoft Word: Allows users to type text and add images to a document.

Microsoft Excel: Allows users to enter data into a spreadsheet and create calculations and graphs.
Microsoft PowerPoint: Allows users to add text, pictures and media and create slideshows and presentations.
Microsoft Outlook: Allows users to send and receive email.

Microsoft OneNote: Allows users to make drawings and notes with the feel of a pen on paper.

A

Microsoft Access: Allows users to store data over many tables.
Why Choose Microsoft Outlook

A popular email management choice especially in the workplace, Microsoft Outlook also includes an address
book, notebook, web browser and calendar. Some major benefits of this program are:

e Integrated search function: You can use keywords to search for data across all Outlook programs.
o Enhanced security: Your email is safe from hackers, junk mail and phishing website email.
e Email syncing: Sync your mail with your calendar, contact list, notes in One Note and...your phone!

e Offline access to email: No Internet? No problem! Write emails offline and send them when you’re connected
again.

—7.2.2.1 Tips |&

e Press Ctrl+R as a shortcut method to reply to email.

e Set your desktop notifications only for very important emails.
o Flag messages quickly by selecting messages and hitting the Insert key.
e Save frequently sent emails as a template to reuse again and again.

e Conveniently save important emails as files.
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—7.2.3 E-Commerce

What is E-Commerce?

E-commerce is the buying or selling of goods and services, or the transmitting of money or data, electronically on
the internet. E-=Commerce is the short form for “electronic commerce.”

Examples of E-Commerce:

Online shopping Online auctions
Online ticketing
Electronic payments

Internet banking

Types of E-Commerce

E-commerce can be classified based on the types of participants in the transaction. The main types of e-commerce

are:

Business to Business (B2B): Both the transacting parties are businesses.
Business to Consumer (B2C): Businesses sell electronically to end-consumers.
Consumer to Consumer (C2C): Consumers come together to buy, sell or trade items to other consumers.

Consumer-to-Business (C2B): Consumers make products or services available for purchase to companies
looking for exactly those services or products.

Business-to-Administration (B2A): Online transactions conducted between companies and public
administration.

Consumer-to-Administration (C2A): Online transactions conducted between individuals and public
administration.

—7.2.3.1 Benefits of E-Commerce

The e-commerce business provides some benefits for retailers and customers.

Benefits for retailers:

Establishes an online presence
Reduces operational costs by removing overhead costs
Increases brand awareness through the use of good keywords

Increases sales by removing geographical and time constraints

Benefits for customers:

Offers a wider range of choice than any physical store
Enables goods and services to be purchased from remote locations

Enables consumers to perform price comparisons
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—7.2.3.2 Digital India Campaign

Prime Minister Narendra Modi launched the Digital India campaign in 2015, with the objective of offering every
citizen of India access to digital services, knowledge and information. The campaign aims to improve the country’s
online infrastructure and increase internet connectivity, thus boosting the e-commerce industry.

Currently, the majority of online transactions come from tier 2 and tier 3 cities. Once the Digital India campaign
is in place, the government will deliver services through mobile connectivity, which will help deliver internet to
remote corners of the country. This will help the e-commerce market to enter India’s tier 4 towns and rural areas.

E-Commerce Activity

Choose a product or service that you want to sell online. Write a brief note explaining how you will use existing
e-commerce platforms, or create a new e-commerce platform, to sell your product or service.

7.2.3.3 Tips [&

e Before launching your e-commerce platform, test everything.

e Pay close and personal attention to your social media.




UNIT 7.3: Money Matters

— Unit Objectives ©

At the end of this unit, you will be able to:

Discuss the importance of saving money

Discuss the benefits of saving money

Discuss the main types of bank accounts

Describe the process of opening a bank account
Differentiate between fixed and variable costs
Describe the main types of investment options
Describe the different types of insurance products

Describe the different types of taxes
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Discuss the uses of online banking

10. Discuss the main types of electronic funds transfers

—7.3.1 Personal Finance — Why to Save?

Importance of Saving

We all know that the future is unpredictable. You never know what will happen tomorrow, next week or next
year. That’s why saving money steadily through the years is so important. Saving money will help improve your
financial situation over time. But more importantly, knowing that you have money stashed away for an emergency
will give you peace of mind. Saving money also opens the door to many more options and possibilities.

Benefits of Saving
Inculcating the habit of saving leads to a vast number of benefits. Saving helps you:

e Become financially independent: When you have enough money saved up to feel secure you can start making
your choices, from taking a vacation whenever you want, to switching careers or starting your own business.

e Invest in yourself through education: Through saving, you can earn enough to pay up for courses that will
add to your professional experience and ultimately result in higher paying jobs.

e Get out of debt: Once you have saved enough as a reserve fund, you can use your savings to pay off debts
like loans or bills that have accumulated over time.

e Be prepared for surprise expenses: Having money saved enables you to pay for unforeseen expenses like
sudden car or house repairs, without feeling financially stressed.

e Pay for emergencies: Saving helps you deal with emergencies like sudden health issues or emergency trips
without feeling financially burdened.

o Afford large purchases and achieve major goals: Saving diligently makes it possible to place down payments
towards major purchases and goals, like buying a home or a car.
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e Retire: The money you have saved over the years will keep you comfortable when you no longer have the
income you would get from your job.

7.3.1.1 Tips &

e Break your spending habit. Try not spending on one expensive item per week, and put the money that you
would have spent into your savings.

e Decide that you will not buy anything on certain days or weeks and stick to your word.

—7.3.2 Types of Bank Accounts

In India, banks offer four main types of bank accounts. These are:
1. Current Accounts

2. Savings Accounts

3. Recurring Deposit Accounts

4. Fixed Deposit Accounts

Current Accounts

Current accounts offer the most liquid deposits and thus, are best suited for businessmen and companies. As
these accounts are not meant for investments and savings, there is no imposed limit on the number or amount
of transactions that can be made on any given day. Current account holders are not paid any interest on the
amounts held in their accounts. They are charged for certain services offered on such accounts.

Savings Accounts

Savings accounts are meant to promote savings, and are therefore the number one choice forsalaried individuals,
pensioners and students. While there is no restriction on the number and amount of deposits made, there are
usually restrictions on the number and amount of withdrawals. Savings account holders are paid interest on their
savings.

Recurring Deposit Accounts

Recurring Deposit accounts, also called RD accounts, are the accounts of choice for those who want to save an
amount every month, but are unable to invest a large sum at one time. Such account holders deposit a small,
fixed amount every month for a pre-determined period (minimum 6 months). Defaulting on a monthly payment
results in the account holder being charged a penalty amount. The total amount is repaid with interest at the end
of the specified period.

Fixed Deposit Accounts

Fixed Deposit accounts, also called FD accounts, are ideal for those who wish to deposit their savings for a long
term in return for a high rate of interest. The rate of interest offered depends on the amount deposited and the
time period, and also differs from bank to bank. In the case of an FD, a certain amount of money is deposited by
the account holder for a fixed period of time. The money can be withdrawn when the period expires. If necessary,
the depositor can break the fixed deposit prematurely. However, this usually attracts a penalty amount which
also differs from bank to bank.
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—7.3.2.1 Opening a Bank Account

Opening a bank account is quite a simple process. Take a look at the steps to open an account of your own:

Step 1: Fill in the Account Opening Form

This form requires you to provide the following information:

e Personal details (nhame, address, phone number, date of birth, gender, occupation, address)
e Method of receiving your account statement (hard copy/email)

e Details of your initial deposit (cash/cheque)

e Manner of operating your account (online/mobile banking/traditional via cheque, slip books) Ensure that
you sign wherever required on the form.

Step 2: Affix your Photograph
Stick a recent photograph of yourself in the allotted space on the form.
Step 3: Provide your Know Your Customer (KYC) Details

KYC is a process that helps banks verify the identity and address of their customers. To open an account, every
individual needs to submit certain approved documents with respect to photo identity (ID) and address proof.
Some Officially Valid Documents (OVDs) are:

e Passport

e Driving License

e Voters’ Identity Card

e PAN Card

e UIDAI (Aadhaar) Card

Step 4: Submit All your Documents

Submit the completed Account Opening Form and KYC documents. Then wait until the forms are processed and
your account has been opened!

~7.3.2.2 Tips [&

e Select the right type of account.

e Fillin complete nomination details.

e Ask about fees.

e Understand the rules.

e Check for online banking — it’s convenient!

e Keep an eye on your bank balance.
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—7.3.3 Costs: Fixed vs Variable

What are Fixed and Variable Costs?

e Fixed costs and variable costs together make up a company’s total cost. These are the two types of costs that
companies have to bear when producing goods and services.

e A fixed cost does not change with the volume of goods or services a company produces. It always remains
the same.

e Avariable cost, on the other hand, increases and decreases depending on the volume of goods and services
produced. In other words, it varies with the amount produced.

Differences between Fixed and Variable Costs

Let’s take a look at some of the main differences between fixed and variable costs:

Criteria Fixed Costs Variable Costs

Meaning A cost that stays the same, | A cost that changes when the
regardless of the output produced.

Nature Time related. Volume related.

Incurred Incurred irrespective of units being | Incurredonlywhenunitsareproduced.
produced.

Unit cost Inversely proportional to the|Remains the same, per unit.
number of units produced.

Examples Depreciation, rent, salary, | Materialconsumed, wages, commission on sales, packing
insurance, tax etc. expenses, etc.

7.3.3.1 Tips &

e When trying to determine whether a cost is fixed or variable, simply ask the following question: Will the
particular cost change if the company stopped its production activities? If the answer is no, then it is a fixed
cost. If the answer is yes, then it is probably a variable cost.

—7.3.4 Investment, Insurance and Taxes

Investment

Investment means that money is spent today with the aim of reaping financial gains at a future time. The main
types of investment options are as follows:

e Bonds: Bonds are instruments used by public and private companies to raise large sums of money — too large
to be borrowed from a bank. These bonds are then issued in the public market and are bought by lenders.

e Stocks: Stocks or equity are shares that are issued by companies and are bought by the general public.

e Small Savings Schemes: Small Savings Schemes are tools meant to save money in small amounts. Some
popular schemes are the Employees Provident Fund, Sukanya Samriddhi Scheme and National Pension
Scheme.
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e Mutual Funds: Mutual Funds are professionally managed financial instruments that invest money in different
securities on behalf of investors.

o Fixed Deposits: A fixed amount of money is kept aside with a financial institution for a fixed amount of time
in return for interest on the money.

¢ Real Estate: Loans are taken from banks to purchase real estate, which is then leased or sold with the aim of
making a profit on the appreciated property price.

¢ Hedge Funds: Hedge funds invest in both financial derivatives and/or publicly traded securities.

e Private Equity: Private Equity is trading in the shares of an operating company that is not publicly listed and
whose shares are not available on the stock market.

e Venture Capital: Venture Capital involves investing substantial capital in a budding company in return for
stocks in that company.

Insurance

There are two types of insurance:

1. Life Insurance

2. Non-Life or General Insurance.
Life Insurance Products

The main life insurance products are:

1. Term Insurance: This is the simplest and cheapest form of insurance. It offers financial protection for a
specified tenure, say 15 to 20 years. In the case of your death, your family is paid the sum assured. In the
case of your surviving the term, the insurer pays nothing.

2. Endowment Policy: This offers the dual benefit of insurance and investment. Part of the premium is allocated
towards the sum assured, while the remaining premium gets invested in equity and debt. It pays a lump sum
amount after the specified duration or on the death of the policyholder, whichever is earlier.

3. Unit-Linked Insurance Plan (ULIP): Here part of the premium is spent on the life cover, while the remaining
amount is invested in equity and debt. It helps develop a regular saving habit.

4. Money Back Life Insurance: While the policyholder is alive, periodic payments of the partial survival benefits
are made during the policy tenure. On the death of the insured, the insurance company pays the full sum
assured along with survival benefits.

5. Whole Life Insurance: It offers the dual benefit of insurance and investment. It offers insurance cover for the
whole life of the person or up to 100 years whichever is earlier.

General Insurance

General Insurance deals with all insurance covering assets like animals, agricultural crops, goods, factories, cars
and so on.

General Insurance Products:
1. Motor Insurance: This can be divided into Four Wheeler Insurance and Two Wheeler Insurance.

2. Health Insurance: The main types of health insurance are individual health insurance, family floater health
insurance, comprehensive health insurance and critical illness insurance.

3. Travel Insurance: This can be categorised into Individual Travel Policy, Family Travel Policy, Student Travel
Insurance and Senior Citizen Health Insurance.
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4. Home Insurance: This protects the house and its contents from risk.

5. Marine Insurance: This insurance covers goods, freight, cargo etc. against loss or damage during transit by
rail, road, sea and/or air.

Taxes

There are two types of taxes:
1. Direct Taxes

2. Indirect Taxes.

Direct Tax

Direct taxes are levied directly on an entity or a person and are non-transferrable. Some examples of Direct Taxes
are:

¢ Income Tax: This tax is levied on your earning in a financial year. It is applicable to both, individuals and
companies.

o Capital Gains Tax: This tax is payable whenever you receive a sizable amount of money. It is usually of two
types — short term capital gains from investments held for less than 36 months and long term capital gains
from investments held for longer than 36 months.

e Securities Transaction Tax: This tax is added to the price of a share. It is levied every time you buy or sell
shares.

e Perquisite Tax: This tax is levied is on perks that have been acquired by a company or used by an employee.
o Corporate Tax: Corporate tax is paid by companies from the revenue they earn.

Indirect Tax

Indirect taxes are levied on goods or services. Some examples of Indirect Taxes are:

o Sales Tax: Sales Tax is levied on the sale of a product.

e Service Tax: Service Tax is added to services provided in India.

e Value Added Tax: Value Added Tax is levied at the discretion of the state government. The tax is levied on
goods sold in the state. The tax amount is decided by the state.

e Customs Duty & Octroi: Customs Duty is a charge that is applied on purchases that are imported from
another country. Octroi is levied on goods that cross state borders within India.

o Excise Duty: Excise Duty is levied on all goods manufactured or produced in India.

~7.3.4.1 Tips |&

e Think about how quickly you need your money back and pick an investment option accordingly.

e Ensure that you are buying the right type of insurance policy for yourself.

e« Remember, not paying taxes can result in penalties ranging from fines to imprisonment.




—7.3.5 Online Banking, NEFT, RTGS etc

What is Online Banking?

Internet or online banking allows account holders to access their account from a laptop at any location. In this
way, instructions can be issued. To access an account, account holders simply need to use their unique customer
ID number and password.

Internet banking can be used to:

e Find out an account balance

e Transfer amounts from one account to another
e Arrange for the issuance of cheques

e Instruct payments to be made

e Request for a cheque book

e Request for a statement of accounts

e Make a fixed deposit

Electronic Funds Transfers

Electronic funds transfer is a convenient way of transferring money from the comfort of one’s own home, using
integrated banking tools like internet and mobile banking.

Transferring funds via an electronic gateway is extremely convenient. With the help of online banking, you can
choose to:

e Transfer funds into your own accounts of the same bank.

o Transfer funds into different accounts of the same bank.

e Transfer funds into accounts in different banks, using NEFT.
e Transfer funds into other bank accounts using RTGS.

e Transfer funds into various accounts using IMPS.

NEFT

NEFT stands for National Electronic Funds Transfer. This money transfer system allows you to electronically
transfer funds from your respective bank accounts to any other account, either in the same bank or belonging
to any other bank. NEFT can be used by individuals, firms and corporate organizations to transfer funds between
accounts.

In order to transfer funds via NEFT, two things are required:
e Atransferring bank
e Adestination bank

Before you can transfer funds through NEFT, you will need to register the beneficiary who will be receiving the
funds. In order to complete this registration, you will require the following

e Recipient’s name
e Recipient’s account number
e Recipient’s bank’s name

e Recipient’s bank’s IFSC code
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RTGS

RTGS stands for Real Time Gross Settlement. This is a real time funds transfer system which enables you to
transfer funds from one bank to another, in real time or on a gross basis. The transferred amount is immediately
deducted from the account of one bank, and instantly credited to the other bank’s account. The RTGS payment
gateway is maintained by the Reserve Bank of India. The transactions between banks are made electronically.

RTGS can be used by individuals, companies and firms to transfer large sums of money. Before remitting funds
through RTGS, you will need to add the beneficiary and his bank account details via your online banking account.
In order to complete this registration, you will require the following information:

e Name of the beneficiary

e Beneficiary’s account number
e Beneficiary’s bank address

e Bank’s IFSC code

IMPS

IMPS stands for Immediate Payment Service. This is a real-time, inter-bank, electronic funds transfer system used
to transfer money instantly within banks across India. IMPS enables users to make instant electronic transfer
payments using mobile phones through both, Mobile Banking and SMS. It can also be used through ATMs and
online banking. IMPS is available 24 hours a day and 7 days a week. The system features a secure transfer gateway
and immediately confirms orders that have been fulfilled.

To transfer money through IMPS, the you need to:

e Register for IMPS with your bank

e Receive a Mobile Money Identifier (MMID) from the bank
e Receive a MPIN from the bank

Once you have both these, you can login or make a request through SMS to transfer a particular amount to a
beneficiary.

For the beneficiary to receive the transferred money, he must:

e Link his mobile number with his respective account

e Receive the MMID from the bank

In order to initiate a money transfer through IMPS, you will need to enter the following information:
e The beneficiary’s mobile number

e The beneficiary’s MMID

e The transfer amount

e Your MPIN

As soon as money has been deducted from your account and credited into the beneficiary’s account, you will be
sent a confirmation SMS with a transaction reference number, for future reference.
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—7.3.5.1 Differences between NEFT, RTGS & IMPS

limit

of money transfer

Criteria NEFT RTGS IMPS
Settlement Done in batches Real-time Real-time
Full form National Electronic Real Time Gross Immediate Payment
Fund Transfer Settlement Service
Timings on 8:00 am — 6:30 pm 9:00 am —4:30 pm 24x7
Monday — Friday
Timings on 8:00 am — 1:00 pm 9:00 am —1:30 pm 24x7
Saturday
Minimum amount g1 32 lacs J1
of money transfer
limit
Maximum amount 310 lacs 310 lacs per day 32 lacs

as per RBI

Maximum charges

Upto 10,000 -32.5
above 10,000 -1 lac
-35
above 1 -2 lacs—
315
above 2 -5 lacs —
325

above 5—-10 lacs —
325

above 2 -5 lacs —
325

above 5—10 lacs —
<50

Upto 10,000 -5
above 10,000 -1 lac
-35
above 1 -2 lacs—
J15

Fig.7.3.1: Differences between NEFT, RTGS & IMPS

—7.3.5.2 Tips

Q

e Change your online banking password regularly.

e Never click on any links in any e-mail message to access your online banking website.

e You will never be asked for your credit or debit card details while using online banking.
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UNIT 7.4: Preparing for Employment & Self Employment

— Unit Objectives ©
At the end of this unit, you will be able to:
1. Discuss the steps to prepare for an interview
2. Discuss the steps to create an effective Resume
3. Discuss the most frequently asked interview questions
4. Discuss how to answer the most frequently asked interview questions
5

Discuss basic workplace terminology

—7.4.1 Interview Preparation: How to Prepare for an Interview? ——

The success of your getting the job that you want depends largely on how well your interview for that job goes.
Therefore, before you go in for your interview, it is important that you prepare for it with a fair amount of
research and planning. Take a look at the steps to follow in order to be well prepared for an interview:

1. Research the organization that you are having the interview with.

e Studyingthe company beforehand will help you be more prepared at the time of the interview. Your knowledge
of the organization will help you answer questions at the time of the interview, and will leave you looking
and feeling more confident. This is sure to make you stand out from other, not as well informed, candidates.

e Look for background information on the company. Ty and find an overview of the company and its industry
profile.

e Visit the company website to get a good idea of what the company does. A company website offers a wealth
of important information. Read and understand the company’s mission statement. Pay attention to the
company’s products/services and client list. Read through any press releases to get an idea of the company’s
projected growth and stability.

¢ Note down any questions that you have after your research has been completed.

2. Think about whether your skills and qualifications match the job requirements.

o Carefully read through and analyze the job description.

e Make a note of the knowledge, skills and abilities required to fulfill the job requirements.

e Take a look at the organization hierarchy. Figure out where the position you are applying for fits into this
hierarchy.

3. Go through the most typical interview questions asked, and prepare your responses.

¢ Remember, in most interviews a mix of resume-based, behavioral and case study questions are asked.

e Think about the kind of answers you would like to provide to typical questions asked in these three areas.
e Practice these answers until you can express them confidently and clearly.

4. Plan your attire for the interview.

e It is always safest to opt for formal business attire, unless expressly informed to dress in business casual (in
which case you should use your best judgement).
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Ensure that your clothes are clean and well-ironed. Pick neutral colours — nothing too bright or flashy.

The shoes you wear should match your clothes, and should be clean and suitable for an interview.

Remember, your aim is to leave everyone you meet with the impression that you are a professional and
highly efficient person.

4. Ensure that you have packed everything that you may require during the interview.

Carry a few copies of your resume. Use a good quality paper for your resume print outs.

Always take along a notepad and a pen.

Take along any information you may need to refer to, in order to fill out an application form.

Carry a few samples of your work, if relevant.

5. Remember the importance of non-verbal communication.

Practice projecting confidence. Remind yourself to smile and make eye contact. Practice giving a firm
handshake.

Keep in mind the importance of posture. Practice sitting up straight. Train yourself to stop nervous gestures
like fidgeting and foot-tapping.

Practice keeping your reactions in check. Remember, your facial expressions provide a good insight into your
true feelings. Practice projecting a positive image.

6. Make a list of questions to end the interview with.

Most interviews will end with the interviewer(s) asking if you have any questions. This is your chance to show
that you have done your research and are interested in learning more about the company.

If the interviewer does not ask you this question, you can inform him/her that you have some queries that
you would like to discuss. This is the time for you to refer to the notes you made while studying the company.

Some good questions to ask at this point are:

»  What do you consider the most important criteria for success in this job?
»  How will my performance be evaluated?

»  What are the opportunities for advancement?

»  What are the next steps in the hiring process?

Remember, never ask for information that is easily available on the company website.

—7.4.1.1 Tips | &

e Askinsightful and probing questions.

¢ When communicating, use effective forms of body language like smiling, making eye contact, and actively
listening and nodding. Don’t slouch, play with nearby items, fidget, chew gum, or mumble.
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_7.4.2 Preparing an Effective Resume

A resume is a formal document that lists a candidate’s work experience, education and skills. A good resume
gives a potential employer enough information to believe the applicant is worth interviewing. That’s why it is so
important to create a résumé that is effective. Take a look at the steps to create an effective resume:

Step 1: Write the Address Section

The Address section occupies the top of your resume. It includes information like your name, address, phone
number and e-mail address. Insert a bold line under the section to separate it from rest of your resume.

Example:

Jasmine Watts

Breach Candy, Mumbai — India
Contact No: +91 2223678270
Email: jasmine.watts@gmail.com

Step 2: Add the Profile Summary Section

This part of your resume should list your overall experiences, achievements, awards, certifications and strengths.
You can make your summary as short as 2-3 bullet points or as long as 8-10 bullet points.

Example:

Profile Summary
e A Content Writer graduated from University of Strathclyde having 6 years of experience
in writing website copy.

e Core expertise lies in content creation for e-learning courses, specifically for the K-12
segment.

Step 3: Include Your Educational Qualifications

When listing your academic records, first list your highest degree. Then add the second highest qualification
under the highest one and so on. To provide a clear and accurate picture of your educational background, it is

critical that include information on your position, rank, percentage or CPI for every degree or certification that
you have listed.

If you have done any certifications and trainings, you can add a Trainings & Certifications section under your
Educational Qualifications section.

Example:

Educational Qualifications

e Masters in International Management (2007) from Columbia University with 8.8 CPI.
e Bachelor of Management Studies (2004) from Mumbai University with 87% marks.

e 10+2 with Math, Stats (2001) from Maharashtra Board with 91% marks.

e High School (1999) from Maharashtra Board with 93% marks.
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Step 4: List Your Technical Skills

When listing your technical skills, start with the skills that you are most confident about. Then add the skills
that you do not have as good a command over. It is perfectly acceptable to include just one skill, if you feel that
particular skill adds tremendous value to your résumé. If you do not have any technical skills, you can omit this
step.

Example:
Technical Skills
e Flash

*  Photoshop

Step 5: Insert Your Academic Project Experience

List down all the important projects that you have worked on. Include the following information in this section:

Example:
* Project title e QOrganization e Platform used
e Contribution e Description

Academic Projects

Project Title: Different Communication Skills
Organization: True Blue Solutions

Platform used: Articulate

Contribution: Content writing and graphic visualization

Description: Development of storyboards for corporate induction & training programs

Step 6: List Your Strengths

This is where you list all your major strengths. This section should be in the form of a bulleted list.

Example:

Strengths

e Excellent oral, written and presentation skills
e Action-oriented and result-focused

e Great time management skills

Step 7: List Your Extracurricular Activities

It is very important to show that you have diverse interests and that your life consists of more than academics.
Including your extracurricular activities can give you an added edge over other candidates who have similar
academic scores and project experiences. This section should be in the form of a bulleted list.
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Example:

Extracurricular Activities
e Member of the Debate Club

e Played tennis at a national level

e Won first prize in the All India Camel Contest, 2010
Step 8: Write Your Personal Details

The last section of your résumé must include the following personal information:
o Date of birth

e Gender & marital status

e Nationality

e Languages known

Example:

Personal Details
¢ Date of birth: 25™ May, 1981

* Gender & marital status: Female, Single

* Nationality: Indian

* Languages known: English, Hindi, Tamil, French

—7.4.2.1 Tips &

e Keep your resume file name short, simple and informational.

e Make sure the resume is neat and free from typing errors.

e Always create your resume on plain white paper.

—7.4.3 Interview FAQs

Take a look at some of the most frequently asked interview questions, and some helpful tips on how to answer
them.

1. Can you tell me a little about yourself?

Tips to answer:

e Don’t provide your full employment or personal history.

e Offer 2-3 specific experiences that you feel are most valuable and relevant.

e Conclude with how those experiences have made you perfect for this specific role.

o




NS~

2. How did you hear about the position?
Tips to answer:

o Tell the interviewer how you heard about the job — whether it was through a friend (name the friend), event
or article (name them) or a job portal (say which one).

e Explain what excites you about the position and what in particular caught your eye about this role.
3. What do you know about the company?

Tips to answer:

e Don’t recite the company’s About Us page.

e Show that you understand and care about the company’s goals.

e Explain why you believe in the company’s mission and values.

4. Why do you want this job?

Tips to answer:

Show that you are passionate about the job.

Identify why the role is a great fit for you.

Explain why you love the company.

5. Why should we hire you?

e Tipsto answer:

e Prove through your words that you can not only do the work, but can definitely deliver excellent results.
e Explain why you would be a great fit with the team and work culture.

o Explain why you should be chosen over any other candidate.

6. What are your greatest professional strengths?

Tips to answer:

e Be honest —share some of your real strengths, rather than give answers that you think sound good.
o Offer examples of specific strengths that are relevant to the position you are applying for.

e Provide examples of how you’ve demonstrated these strengths.

7. What do you consider to be your weaknesses?

Tips to answer:

e The purpose of this question is to gauge your self-awareness and honesty.

e Give an example of a trait that you struggle with, but that you’re working on to improve.

8. What are your salary requirements?

Tips to answer:

e Do your research beforehand and find out the typical salary range for the job you are applying for.
e Figure out where you lie on the pay scale based on your experience, education, and skills.

o Be flexible. Tell the interviewer that you know your skills are valuable, but that you want the job and are
willing to negotiate.
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9. What do you like to do outside of work?

Tips to answer:

e The purpose of this question is to see if you will fit in with the company culture.

e Be honest — open up and share activities and hobbies that interest and excite you.
10. If you were an animal, which one would you want to be?

Tips to answer:

e The purpose of this question is to see if you are able to think on your feet.

e There’s no wrong answer —but to make a great impression try to bring out your strengths or personality traits
through your answer.

11. What do you think we could do better or differently?
Tips to answer:

e The purpose of this question is to see if you have done your research on the company, and to test whether
you can think critically and come up with new ideas.

e Suggest new ideas. Show how your interests and expertise would help you execute these ideas.
12. Do you have any questions for us?
Tips to answer:

e Do not ask questions to which the answers can be easily found on the company website or through a quick
online search.

e Ask intelligent questions that show your ability to think critically.

7.4.3.1 Tips &

e Be honest and confident while answering.

e Use examples of your past experiences wherever possible to make your answers more impactful.

—7.4.4 Work Readiness — Terms & Terminologies
Every employee should be well versed in the following terms:
¢ Annual leave: Paid vacation leave given by employers to employees.

e Background Check: A method used by employers to verify the accuracy of the information provided by
potential candidates.

¢ Benefits: A part of an employee’s compensation package.
e Breaks: Short periods of rest taken by employees during working hours.

e Compensation Package: The combination of salary and benefits that an employer provides to his/her
employees.

e Compensatory Time (Comp Time): Time off in lieu of pay.
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¢ Contract Employee: An employee who works for one organization that sells said employee’s services to
another company, either on a project or time basis.

e Contract of Employment: When an employee is offered work in exchange for wages or salary, and accepts
the offer made by the employer, a contract of employment exists.

e Corporate Culture: The beliefs and values shared by all the members of a company, and imparted from one
generation of employees to another.

¢ Counter Offer/Counter Proposal: A negotiation technique used by potential candidates to increase the
amount of salary offered by a company.

e Cover Letter: A letter that accompanies a candidate’s resume. It emphasizes the important points in the
candidate’s resume and provides real examples that prove the candidate’s ability to perform the expected
job role.

e Curriculum Vitae (CV)/Resume: A summary of a candidate’s achievements, educational background, work
experience, skills and strengths.

o Declining Letter: A letter sent by an employee to an employer, turning down the job offer made by the
employer to the employee.

e Deductions: Amounts subtracted from an employee’s pay and listed on the employee’s pay slip.
e Discrimination: The act of treating one person not as favourably as another person.
o Employee: A person who works for another person in exchange for payment.

e Employee Training: A workshop or in-house training that an employee is asked to attend by his or her
superior, for the benefit of the employer.

¢ Employment Gaps: Periods of unemployed time between jobs.
e Fixed-Term Contract: A contract of employment which gets terminated on an agreed-upon date.
¢ Follow-Up: The act of contacting a potential employer after a candidate has submitted his or her resume.

¢ Freelancer/Consultant/Independent Contractor: A person who works for him or herself and pitches for
temporary jobs and projects with different employers.

e Holiday: Paid time-off from work.
e Hourly Rate: The amount of salary or wages paid for 60 minutes of work.

e Internship: A job opportunity offered by an employer to a potential employee, called an intern, to work at
the employer’s company for a fixed, limited time period.

¢ Interview: A conversation between a potential employee and a representative of an employer, in order to
determine if the potential employee should be hired.

e Job Application: A form which asks for a candidate’s information like the candidate’s name, address, contact
details and work experience. The purpose of a candidate submitting a job application, is to show that
candidate’s interest in working for a particular company.

o Job Offer: An offer of employment made by an employer to a potential employee.

¢ Job Search Agent: A program that enables candidates to search for employment opportunities by selecting
criteria listed in the program, for job vacancies.

o Lay Off: A lay off occurs when an employee is temporarily let go from his or her job, due to the employer not
having any work for that employee.

e Leave: Formal permission given to an employee, by his or her employer, to take a leave of absence from work.
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e Letter of Acceptance: A letter given by an employer to an employee, confirming the offer of employment
made by the employer, as well as the conditions of the offer.

o Letter of Agreement: A letter that outlines the terms of employment.
o Letter of Recommendation: A letter written for the purpose of validating the work skills of a person.
e Maternity Leave: Leave taken from work by women who are pregnant, or who have just given birth.

e Mentor: A person who is employed at a higher level than you, who offers you advice and guides you in your
career.

e Minimum wage: The minimum wage amount paid on an hourly basis.

e Notice: An announcement made by an employee or an employer, stating that the employment contract will
end on a particular date.

o Offer of Employment: An offer made by an employer to a prospective employee that contains important
information pertaining to the job being offered, like the starting date, salary, working conditions etc.

e Open-Ended Contract: A contract of employment that continues till the employer or employee terminates it.

e Overqualified: A person who is not suited for a particular job because he or she has too many years of
work experience, or a level of education that is much higher than required for the job, or is currently or was
previously too highly paid.

e Part-Time Worker: An employee who works for fewer hours than the standard number of hours normally
worked.

o Paternity Leave: Leave granted to a man who has recently become a father.

e Recruiters/Headhunters/Executive Search Firms: Professionals who are paid by employers to search for
people to fill particular positions.

¢ Resigning/Resignations: When an employee formally informs his or her employer that he or she is quitting
his or her job.

e Self-Employed: A person who has his or her own business and does not work in the capacity of an employee.

e Time Sheet: A form that is submitted to an employer, by an employee, that contains the number of hours
worked every day by the employee.
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UNIT 7.5: Understanding Entrepreneurship
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— Unit Objectives ©

At the end of this unit, you will be able to:

Discuss the concept of entrepreneurship
Discuss the importance of entrepreneurship
Describe the characteristics of an entrepreneur
Describe the different types of enterprises

List the qualities of an effective leader

Discuss the benefits of effective leadership

List the traits of an effective team

Discuss the importance of listening effectively

Discuss how to listen effectively

. Discuss the importance of speaking effectively

. Discuss how to speak effectively

. Discuss how to solve problems

. List important problem solving traits

. Discuss ways to assess problem solving skills

. Discuss the importance of negotiation

. Discuss how to negotiate

. Discuss how to identify new business opportunities

. Discuss how to identify business opportunities within your business
. Understand the meaning of entrepreneur

. Describe the different types of entrepreneurs

. List the characteristics of entrepreneurs

. Recall entrepreneur success stories

. Discuss the entrepreneurial process

. Describe the entrepreneurship ecosystem

. Discuss the government’s role in the entrepreneurship ecosystem
. Discuss the current entrepreneurship ecosystem in India

. Understand the purpose of the Make in India campaign

. Discuss the relationship between entrepreneurship and risk appetite
. Discuss the relationship between entrepreneurship and resilience
. Describe the characteristics of a resilient entrepreneur

. Discuss how to deal with failure
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—7.5.1 Introduction

Anyone who is determined to start a business, no matter what the risk, is an entrepreneur. Entrepreneurs run
their own start-up, take responsibility for the financial risks and use creativity, innovation and vast reserves of
self-motivation to achieve success. They dream big and are determined to do whatever it takes to turn their
idea into a viable offering. The aim of an entrepreneur is to create an enterprise. The process of creating this
enterprise is known as entrepreneurship.

—7.5.1.1 Importance of Entrepreneurship

Entrepreneurship is very important for the following reasons:
1. Itresultsin the creation of new organizations

2. It brings creativity into the marketplace

3. It leads to improved standards of living
4

It helps develop the economy of a country

—7.5.1.2 Characteristics of Entrepreneurs
All successful entrepreneurs have certain characteristics in common.
They are all:

o Extremely passionate about their work

e Confident in themselves

e Disciplined and dedicated

e Motivated and driven

e Highly creative

e Visionaries

e Open-minded

o Decisive

Entrepreneurs also have a tendency to:

e Have a high risk tolerance

e Thoroughly plan everything

e Manage their money wisely

e Make their customers their priority

e Understand their offering and their market in detail

e Ask for advice from experts when required

¢ Know when to cut their losses

R




—7.5.1.3 Examples of Famous Entrepreneurs

Some famous entrepreneurs are:

o Bill Gates (Founder of Microsoft)

e Steve Jobs (Co-founder of Apple)

e Mark Zuckerberg (Founder of Facebook)

e Pierre Omidyar (Founder of eBay)

—7.5.1.4 Types of Enterprises
As an entrepreneur in India, you can own and run any of the following types of enterprises:
Sole Proprietorship

In a sole proprietorship, a single individual owns, manages and controls the enterprise. This type of business is
the easiest to form with respect to legal formalities. The business and the owner have no separate legal existence.
All profit belongs to the proprietor, as do all the losses- the liability of the entrepreneur is unlimited.

Partnership

A partnership firm is formed by two or more people. The owners of the enterprise are called partners. A
partnership deed must be signed by all the partners. The firm and its partners have no separate legal existence.
The profits are shared by the partners. With respect to losses, the liability of the partners is unlimited. A firm has
a limited life span and must be dissolved when any one of the partners dies, retires, claims bankruptcy or goes
insane.

Limited Liability Partnership (LLP)

In a Limited Liability Partnership or LLP, the partners of the firm enjoy perpetual existence as well as the advantage
of limited liability. Each partner’s liability is limited to their agreed contribution to the LLP. The partnership and
its partners have a separate legal existence.

—7.5.1.5 Tips [ &

e Learn from others’ failures.
e Be certain that this is what you want.

e Search for a problem to solve, rather than look for a problem to attach to your idea.

—7.5.2 Leadership & Teamwork: Leadership and Leaders

Leadership means setting an example for others to follow. Setting a good example means t asking someone to do
something that you wouldn’t willingly want to do yourself. Leadership is about figuring out what to do in order to
win as a team, and as a company.

Leaders believe in doing the right things. They also believe in helping others to do the right things. An effective
leader is someone who:

e Creates an inspiring vision of the future.

e Motivates and inspires his team to pursue that vision.

—____m.________
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—7.5.2.1 Leadership Qualities That All Entrepreneurs Need

Building a successful enterprise is only possible if the entrepreneur in charge possesses excellent leadership
qualities. Some critical leadership skills that every entrepreneur must have are:

1. Pragmatism: This means having the ability to highlight all obstacles and challenges, in order to resolve issues
and reduce risks.

2. Humility: This means admitting to mistakes often and early, and being quick to take responsibility for your
actions. Mistakes should be viewed as challenges to overcome, not opportunities to point blame.

3. Flexibility: It is critical for a good leader to be very flexible and quickly adapt to change. It is equally critical to
know when to adapt and when not to.

4. Authenticity: This means showing both, your strengths and your weaknesses. It means being human and
showing others that you are human.

5. Reinvention: This means refreshing or changing your leadership style when necessary. To do this, it’s
important to learn where your leadership gaps lie and find out what resources are required to close them.

6. Awareness: This means taking the time to recognize how others view you. It means understanding how your
presence affects those around you.

—7.5.2.2 Benefits of Effective Leadership

Effective leadership results in numerous benefits. Great leadership leads to the leader successfully:

e Gaining the loyalty and commitment of the team members

e Motivating the team to work towards achieving the company’s goals and objectives
e Building morale and instilling confidence in the team members

e Fostering mutual understanding and team-spirit among team members

e Convincing team members about the need to change when a situation requires adaptability

—7.5.2.3 Teamwork and Teams

Teamwork occurs when the people in a workplace combine their individual skills to pursue a common goal.
Effective teams are made up of individuals who work together to achieve this common goal. A great team is one
who holds themselves accountable for the end result.

—7.5.2.4 Importance of Teamwork in Entrepreneurial Success

For an entrepreneurial leader, building an effective team is critical to the success of a venture. An entrepreneur
must ensure that the team he builds possesses certain crucial qualities, traits and characteristics. An effective
team is one which has:

1. Unity of purpose: All the team members should clearly understand and be equally committed to the purpose,
vision and goals of the team.

2. Great communication skills: Team members should have the ability to express their concerns, ask questions
and use diagrams, and charts to convey complex information.

o
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The ability to collaborate: Every member should feel entitled to provide regular feedback on new ideas.

4. Initiative: The team should consist of proactive individuals. The members should have the enthusiasm to
come up with new ideas, improve existing ideas, and conduct their own research.
5. Visionary members: The team should have the ability to anticipate problems and act on these potential

problem before they turn into real problems.

6. Great adaptability skills: The team must believe that change is a positive force. Change should be seen as the
chance to improve and try new things.

7. Excellent organizational skills: The team should have the ability to develop standard work processes, balance
responsibilities, properly plan projects, and set in place methods to measure progress and ROI.

—7.5.2.4.1 Tips [

e Don’t get too attached to your original idea. Allow it to evolve and change.
e Be aware of your weaknesses and build a team that will complement your shortfalls.

e Hiring the right people is not enough. You need to promote or incentivize your most talented people to keep
them motivated.

e Earnyour team’s respect

—7.5.3 Communication Skills

Listening is the ability to correctly receive and understand messages during the process of communication.
Listening is critical for effective communication. Without effective listening skills, messages can easily be
misunderstood. This results in a communication breakdown and can lead to the sender and the receiver of the
message becoming frustrated or irritated.

It’s very important to note that listening is not the same as hearing. Hearing just refers to sounds that you hear.
Listening is a whole lot more than that. To listen, one requires focus. It means not only paying attention to the
story, but also focusing on how the story is relayed, the way language and voice is used, and even how the speaker
uses their body language. The ability to listen depends on how effectively one can perceive and understand both,
verbal and non-verbal cues.

—7.5.3.1 How to Listen Effectively?
To listen effectively you should:

e Stop talking

e Stop interrupting

e Focus completely on what is being said

e Nod and use encouraging words and gestures

e Be open-minded

e Think about the speaker’s perspective
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e Bevery, very patient

e Pay attention to the tone that is being used

e Pay attention to the speaker’s gestures, facial expressions and eye movements
e Not try and rush the person

e Not let the speaker’s mannerisms or habits irritate or distract you

—7.5.3.2 Importance of Speaking Effectively

How successfully a message gets conveyed depends entirely on how effectively you are able to get it through.
An effective speaker is one who enunciates properly, pronounces words correctly, chooses the right words
and speaks at a pace that is easily understandable. Besides this, the words spoken out loud need to match the
gestures, tone and body language used.

What you say, and the tone in which you say it, results in numerous perceptions being formed. A person who
speaks hesitantly may be perceived as having low self-esteem or lacking in knowledge of the discussed topic. Those
with a quiet voice may very well be labelled as shy. And those who speak in commanding tones with high levels of
clarity, are usually considered to be extremely confident. This makes speaking a very critical communication skill.

—7.5.3.3 How to Speak Effectively?

To speak effectively you should:

e Incorporate body language in your speech like eye contact, smiling, nodding, gesturing etc.
e Build a draft of your speech before actually making your speech.

e Ensure that all your emotions and feelings are under control.

e Pronounce your words distinctly with the correct pitch and intensity. Your speech should be crystal clear at
all times.

e Use a pleasant and natural tone when speaking. Your audience should not feel like you are putting on an
accent or being unnatural in any way.

e Use precise and specific words to drive your message home. Ambiguity should be avoided at all costs.
e Ensure that your speech has a logical flow.

e Be brief. Don’t add any unnecessary information.

e Make a conscious effort to avoid irritating mannerisms like fidgeting, twitching etc.

e Choose your words carefully and use simple words that the majority of the audience will have no difficulty
understanding.

e Use visual aids like slides or a whiteboard.

e Speak slowly so that your audience can easily understand what you’re saying. However, be careful not to
speak too slowly because this can come across as stiff, unprepared or even condescending.

e Remember to pause at the right moments.




—7.5.3.4 Tips &

e If you're finding it difficult to focus on what someone is saying, try repeating their words in your head.

e Always maintain eye contact with the person that you are communicating with, when speaking as well as
listening. This conveys and also encourages interest in the conversation.

—7.5.4 Problem Solving & Negotiation skills

As per The Concise Oxford Dictionary (1995), a problem is, “A doubtful or difficult matter requiring a solution”
All problems contain two elements:

1. Goals

2. Obstacles

The aim of problem solving is to recognize the obstacles and remove them in order to achieve the goals.

—7.5.4.1 How to Solve Problems?

Solving a problem requires a level of rational thinking. Here are some logical steps to follow when faced with an
issue:

o Step 1: Identify the problem

e Step 2: Study the problem in detail

o Step 3: List all possible solutions

e Step 4: Select the best solution

e Step 5: Implement the chosen solution

o Step 6: Check that the problem has really been solved

—7.5.4.2 Important Traits for Problem Solving

Highly developed problem solving skills are critical for both, business owners and their employees. The following
personality traits play a big role in how effectively problems are solved:

e Being open minded

e Asking the right questions
e Being proactive

e Not panicking

e Having a positive attitude

e Focusing on the right problem

— @
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—7.5.4.3 Important Traits for Problem Solving

As an entrepreneur, it would be a good idea to assess the level of problem solving skills of potential candidates
before hiring them. Some ways to assess this skill are through:

o Application forms: Ask for proof of the candidate’s problem solving skills in the application form.

o Psychometric tests: Give potential candidates logical reasoning and critical thinking tests and see how they
fare.

e Interviews: Create hypothetical problematic situations or raise ethical questions and see how the candidates
respond.

o Technical questions: Give candidates examples of real life problems and evaluate their thought process.

—7.5.4.4 What is Negotiation?

Negotiation is a method used to settle differences. The aim of negotiation is to resolve differences through a
compromise or agreement while avoiding disputes. Without negotiation, conflicts are likely to lead to resentment
between people. Good negotiation skills help satisfy both parties and go a long way towards developing strong
relationships.

Why Negotiate?

Starting a business requires many, many negotiations. Some negotiations are small while others are critical enough
to make or break a startup. Negotiation also plays a big role inside the workplace. As an entrepreneur, you need
to know not only know how to negotiate yourself, but also how to train employees in the art of negotiation.

How to Negotiate?
Take a look at some steps to help you negotiate:

Step 1: Pre-Negotiation Preparation: Agree on where to meet to discuss the problem, decide who all will be
present and set a time limit for the discussion.

Step 2: Discuss the Problem: This involves asking questions, listening to the other side, putting your views
forward and clarifying doubts.

Step 3: Clarify the Objective: Ensure that both parties want to solve the same problem and reach the same goal.

Step 4: Aim for a Win-Win Outcome: Try your best to be open minded when negotiating. Compromise and offer
alternate solutions to reach an outcome where both parties win.

Step 5: Clearly Define the Agreement: When an agreement has been reached, the details of the agreement
should be crystal clear to both sides, with no scope for misunderstandings.

Step 6: Implement the Agreed Upon Solution: Agree on a course of action to set the solution in motion.

—7.5.4.5 Tips [

e Know exactly what you want before you work towards getting it

e Give more importance to listening and thinking, than speaking

e  Focus on building a relationship rather than winning
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e Remember that your people skills will affect the outcome

¢ Know when to walk away — sometimes reaching an agreement may not be possible

—7.5.5 Business Opportunities Identification

“The entrepreneur always searches for change, responds to it and exploits it as an opportunity.”
Peter Drucker
The ability to identify business opportunities is an essential characteristic of an entrepreneur.
What is an Opportunity?
The word opportunity suggests a good chance or a favourable situation to do something offered by circumstances.

A business opportunity means a good or favourable change available to run a specific business in a given
environment, at a given point of time.

Common Questions Faced by Entrepreneurs

A critical question that all entrepreneurs face is how to go about finding the business opportunity that is right for
them.

Some common questions that entrepreneurs constantly think about are:
e Should the new enterprise introduce a new product or service based on an unmet need?

e Should the new enterprise select an existing product or service from one market and offer it in another
where it may not be available?

e Should the enterprise be based on a tried and tested formula that has worked elsewhere?

It is therefore extremely important that entrepreneurs must learn how to identify new and existing business
opportunities and evaluate their chances of success.

When is an Idea an Opportunity?

An idea is an opportunity when:

e It creates or adds value to a customer

e It solves a significant problem, removes a pain point or meets a demand
e Has arobust market and profit margin

e s agood fit with the founder and management team at the right time and place
Factors to Consider When Looking for Opportunities

Consider the following when looking for business opportunities:

e Economic trends Changes in funding

e Changing relationships between vendors, partners and suppliers

e Market trends

e Changes in political support

e Shift in target audience
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Ways to Identify New Business Opportunities

o Identify Market Inefficiencies: When looking at a market, consider what inefficiencies are present in the
market. Think about ways to correct these inefficiencies.

¢ Remove Key Hassles: Rather than create a new product or service, you can innovatively improve a product,
service or process.

o Create Something New: Think about how you can create a new experience for customers, based on existing
business models.

¢ Pick a Growing Sector/Industry: Research and find out which sectors or industries are growing and think
about what opportunities you can tap in the same.

o Think About Product Differentiation: If you already have a product in mind, think about ways to set it apart
from the existing ones.

Ways to Identify Business Opportunities Within Your Business

SWOT Analysis: An excellent way to identify opportunities inside your business is by creating a SWOT analysis.
The acronym SWOT stands for strengths, weaknesses, opportunities, and threats. SWOT analysis framework:
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Fig.7.5.1: SWOT Analysis
Consider the following when looking for business opportunities:

By looking at yourself and your competitors using the SWOT framework, you can uncover opportunities that you
can exploit, as well as manage and eliminate threats that could derail your success.

Establishing Your USP

Establish your USP and position yourself as different from your competitors. Identify why customers should buy
from you and promote that reason.

Ny




Opportunity Analysis
Once you have identified an opportunity, you need to analyze it. To analyze an opportunity, you must:
e Focuson theidea

e Focus on the market of the idea

Talk to industry leaders in the same space as the idea

Talk to players in the same space as the idea

—7.5.5.1 Tips [ &

¢ Remember, opportunities are situational.

e Look for a proven track record.
e Avoid the latest craze.

e Love youridea.

—7.5.6 Entrepreneurship Support Eco-System

An entrepreneur is a person who:

e Does not work for an employee

e Runs asmall enterprise

e Assumes all the risks and rewards of the enterprise, idea, good or service
Types of Entrepreneurs

There are four main types of entrepreneurs:

1. TheTraditional Entrepreneur: This type of entrepreneur usually has some kind of skill—they can be a carpenter,
mechanic, cook etc. They have businesses that have been around for numerous years like restaurants, shops
and carpenters. Typically, they gain plenty of experience in a particular industry before they begin their own
business in a similar field.

2. The Growth Potential Entrepreneur: The desire of this type of entrepreneur is to start an enterprise that will
grow, win many customers and make lots of money. Their ultimate aim is to eventually sell their enterprise
for a nice profit. Such entrepreneurs usually have a science or technical background.

3. The Project-Oriented Entrepreneur: This type of entrepreneur generally has a background in the Arts or
psychology. Their enterprises tend to be focus on something that they are very passionate about.

4. The Lifestyle Entrepreneur: This type of entrepreneur has usually worked as a teacher or a secretary. They
are more interested in selling something that people will enjoy, rather than making lots of money.

Characteristics of an Entrepreneur
Successful entrepreneurs have the following characteristics:

e They are highly motivated
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e They are creative and persuasive

e They are mentally prepared to handle each and every task

e They have excellent business skills — they know how to evaluate their cash flow, sales and revenue
e They are willing to take great risks

e They are very proactive —this means they are willing to do the work themselves, rather than wait for someone
elseto do it

e They have a vision — they are able to see the big picture
e They are flexible and open-minded

e They are good at making decisions

—7.5.6.1 Entrepreneur Success Stories
Dhiru Bhai Ambani

Dhirubhai Ambani began his entrepreneurial career by selling “bhajias” to pilgrims in Mount Girnar on weekend's.
At 16, he moved to Yemen where he worked as a gas-station attendant, and as a clerk in an oil company. He
returned to India with ¥ 50,000 and started a textile trading company. Reliance went on to become the first Indian
company to raise money in global markets and the first Indian company to feature in Forbes 500 list.

Dr. Karsanbhai Patel

Karsanbhai Patel made detergent powder in the backyard of his house. He sold his product door-to-door and
offered a money back guarantee with every pack that was sold. He charged3 3 per kg when the cheapest detergent
at that time wasX 13 per kg. Dr. Patel eventually started Nirma which became a whole new segment in the Indian
domestic detergent market.

—7.5.6.2 The Entrepreneurial Process
Let’s take a look at the stages of the entrepreneurial process.

e Stage 1: Idea Generation. The entrepreneurial process begins with an idea that has been thought of by the
entrepreneur. The idea is a problem that has the potential to be solved.

e Stage 2: Germination or Recognition. In this stage a possible solution to the identified problem is thought of.

e Stage 3: Preparation or Rationalization. The problem is studied further and research is done to find out how
others have tried to solve the same problem.

e Stage 4: Incubation or Fantasizing. This stage involves creative thinking for the purpose of coming up with
more ideas. Less thought is given to the problem areas.

e Stage 5: Feasibility Study: The next step is the creation of a feasibility study to determine if the idea will make
a profit and if it should be seen through.

e Stage 6: lllumination or Realization. This is when all uncertain areas suddenly become clear. The entrepreneur
feels confident that his idea has merit.

e Stage 7: Verification or Validation. In this final stage, the idea is verified to see if it works and if it is useful.

Take a look at the diagram below to get a better idea of this process.
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Idea Germination
Generation (Recognition)

!

Preparation
(Rationalisation)

|
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lllumination Varification
(Realisation) (Validation)

Fig.7.5.2: Stages of the Entrepreneurial Process

—7.5.6.3 What is an Entrepreneur?

The entrepreneurship support ecosystem signifies the collective and complete nature of entrepreneurship. New
companies emerge and flourish not only because of the courageous, visionary entrepreneurs who launch them,
but they thrive as they are set in an environment or ‘ecosystem’ made of private and public participants. These
players nurture and sustain the new ventures, facilitating the entrepreneurs’ efforts.

An entrepreneurship ecosystem comprises of the following six domains:

1.

Favourable Culture: This includes elements such as tolerance of risk and errors, valuable networking and
positive social standing of the entrepreneur.

Facilitating Policies & Leadership: This includes regulatory framework incentives and existence of public
research institutes.

Financing Options: Angel financing, venture capitalists and micro loans would be good examples of this.

Human Capital: This refers to trained and untrained labour, entrepreneurs and entrepreneurship training
programmes, etc.

Conducive Markets for Products & Services: This refers to an existence or scope of existence of a market for
the product/service.

Institutional & Infrastructural Support: This includes legal and financing advisers, telecommunications,
digital and transportation infrastructure, and entrepreneurship networking programmes.

These domains indicate whether there is a strong entrepreneurship support ecosystem and what actions should
the government put in place to further encourage this ecosystem. The six domains and their various elements
have been graphically depicted.
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Every entrepreneurship support ecosystem is unique and all the elements of the ecosystem are interdependent.
Although every region’s entrepreneurship ecosystem can be broadly described by the above features, each
ecosystem is the result of the hundred elements interacting in highly complex and particular ways.

Entrepreneurship ecosystems eventually become (largely) self-sustaining. When the six domains are resilient
enough, they are mutually beneficial. At this point, government involvement can and should be significantly
minimized. Public leaders do not need to invest a lot to sustain the ecosystem. It is imperative that the
entrepreneurship ecosystem incentives are formulated to be self-liquidating, hence focusing on sustainability of
the environment.

—7.5.6.4 Government’s Role in the Entrepreneurship Ecosystem

Encouraging new ventures is a major focus for policymakers. Governments across the world are recognizing that
new businesses flourish in distinctive types of supportive environments. Policymakers should study the scenario
and take into account the following points whilst they formulate policies and regulations that enable successful
entrepreneurship support ecosystems.

e Policymakers should avoid regulations that discourage new entrants and work towards building efficient
methods for business startups. Policies and regulations that favour existing, dominant firms over
entrepreneurial ventures, restrict competition and obstruct entry for new companies.

e Instead of developing policies conceptually intended to correct market failures, policymakers should interact
with entrepreneurs and understand the challenges faced by them. The feedback should be used to develop
policies that incite idea exploration, product development and increased rates of deal flow.

e Entrepreneurial supporters should create a database that enables identifying who the participants in the
ecosystem are and how they are connected. These ecosystem maps are useful tools in developing engagement
strategies.

e Disruptions are unavoidable in economic and social life. However, it’s important to note that economic
disruption gives rise to entrepreneurial opportunities. Architects of the entrepreneurship ecosystems
(entrepreneurs, mentors, policymakers and consumers,) should anticipate these dips, thus capitalizing on
the opportunities they create.

The need for effective strategies to enable local entrepreneurship support ecosystems is a practical one. Better
understanding of the actual ecosystems provides a framework within which policy makers can ask relevant
questions, envisage more efficient approaches, and assess ensuing outcomes.

—7.5.6.5 Snapshot of the Entrepreneurship Ecosystem in India

Entrepreneurship has earned a newfound respect in India. Many Indians, with exposure to the world of
business, who traditionally would have opted for a job, are setting up their own ventures. Many elements of
the entrepreneurship ecosystem are beginning to come together. For example, increase in venture capitalists,
government schemes and incubators, academia industry linkages, and emerging clusters and support to rural
economy. All these initiatives are effective but there is a need to scale up and enrich the ecosystem further in the
following ways:

1. We need to review our attitude towards failures and accept them as learning experiences.

2. We must encourage the educated to become entrepreneurs and provide students in schools and colleges
with entrepreneurship skills.
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3. Universities, research labs and the government need to play the role of enablers in the entrepreneurship
support ecosystem.

4. Policymakers need to focus on reducing the obstacles such as corruption, red tape and bureaucracy.
We need to improve our legal systems and court international venture capital firms and bring them to India.

6. We must devise policies and methods to reach the secondary and tertiary towns in India, where people do
not have access to the same resources available in the cities.

Today, there is a huge opportunity in this country to introduce innovative solutions that are capable of scaling up,
and collaborating within the ecosystem as well as enriching it.

—7.5.6.6 Make in India Campaign

Every entrepreneur has certain needs. Some of their important needs are:
e To easily get loans

e To easily find investors

o To get tax exemptions

o To easily access resources and good infrastructure

e To enjoy a procedure that is free of hassles and is quick

e To be able to easily partner with other firms

The Make in India campaign, launched by Prime Minister Modi aims to satisfy all these needs of young, aspiring
entrepreneurs. Its objective is to:

o Make investment easy

e Support new ideas

e Enhance skill development

o Safeguard the ideas of entrepreneurs

e Create state-of-the-art facilities for manufacturing goods

_7.5.6.7 Tips [&

e Research the existing market, network with other entrepreneurs, venture capitalists, angel investors, and
thoroughly review the policies in place to enable your entrepreneurship.

e Failure is a stepping stone and not the end of the road. Review yours and your peers’ errors and correct them
in your future venture.

e Be proactive in your ecosystem. Identify the key features of your ecosystem and enrich them to ensure self-
sustainability of your entrepreneurship support ecosystem.
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—7.5.7 Risk Appetite & Resilience

Entrepreneurship and Risk

Entrepreneurs are inherently risk takers. They are path-makers not path-takers. Unlike a normal, cautious person,
an entrepreneur would not think twice about quitting his job (his sole income) and taking a risk on himself and
his idea.

An entrepreneur is aware that while pursuing his dreams, assumptions can be proven wrong and unforeseen events
may arise. He knows that after dealing with numerous problems, success is still not guaranteed. Entrepreneurship
is synonymous with the ability to take risks. This ability, called risk-appetite, is an entrepreneurial trait that is
partly genetic and partly acquired.

What is Risk Appetite?

Risk appetite is defined as the extent to which a company is equipped to take risk, in order to achieve its
objectives. Essentially, it refers to the balance, struck by the company, between possible profits and the hazards
caused by changes in the environment (economic ecosystem, policies, etc.). Taking on more risk may lead to
higher rewards but have a high probability of losses as well. However, being too conservative may go against the
company as it can miss out on good opportunities to grow and reach their objectives.

n u

Thelevelsofriskappetite canbe broadly categorized as “low”, “medium” and “high.” The company’sentrepreneur(s)
have to evaluate all potential alternatives and select the option most likely to succeed. Companies have varying
levels of risk appetites for different objectives. The levels depend on:

e The type of industry
e Market pressures
e« Company objectives

For example, a startup with a revolutionary concept will have a very high risk appetite. The startup can afford
short term failures before it achieves longer term success. This type of appetite will not remain constant and will
be adjusted to account for the present circumstances of the company.

Risk Appetite Statement

Companies have to define and articulate their risk appetite in sync with decisions made about their objectives
and opportunities. The point of having a risk appetite statement is to have a framework that clearly states the
acceptance and management of risk in business. It sets risk taking limits within the company. The risk appetite
statement should convey the following:

e The nature of risks the business faces.

e Which risks the company is comfortable taking on and which risks are unacceptable.
e How much risk to accept in all the risk categories.

e The desired tradeoff between risk and reward.

e Measures of risk and methods of examining and regulating risk exposures.
Entrepreneurship and Resilience

Entrepreneurs are characterized by a set of qualities known as resilience. These qualities play an especially large
role in the early stages of developing an enterprise. Risk resilience is an extremely valuable characteristic as it
is believed to protect entrepreneurs against the threat of challenges and changes in the business environment.
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What is Entrepreneurial Resilience?

Resilience is used to describe individuals who have the ability to overcome setbacks related to their life and career
aspirations. A resilient person is someone who is capable of easily and quickly recovering from setbacks. For
the entrepreneur, resilience is a critical trait. Entrepreneurial resilience can be enhanced in the following ways:

e By developing a professional network of coaches and mentors
e By accepting that change is a part of life

e By viewing obstacles as something that can be overcome
Characteristics of a Resilient Entrepreneur

The characteristics required to make an entrepreneur resilient enough to go the whole way in their business
enterprise are:

e A strong internal sense of control

e Strong social connections

o Skill to learn from setbacks

o Ability to look at the bigger picture
e Ability to diversify and expand

e Survivor attitude

e Cash-flow conscious habits

e Attention to detail

—7.5.7.1 Tips | &

e Cultivate a great network of clients, suppliers, peers, friends and family. This will not only help you promote
your business, but will also help you learn, identify new opportunities and stay tuned to changes in the
market.

o Don’t dwell on setbacks. Focus on what the you need to do next to get moving again.

e While you should try and curtail expenses, ensure that it is not at the cost of your growth.

—7.5.8 Success & Failures

Understanding Successes and Failures in Entrepreneurship

Shyam is a famous entrepreneur, known for his success story. But what most people don’t know, is that Shyam
failed numerous times before his enterprise became a success. Read his interview to get an idea of what
entrepreneurship is really about, straight from an entrepreneur who has both, failed and succeeded.

Interviewer: Shyam, | have heard that entrepreneurs are great risk-takers who are never afraid of failing. Is this
true?

Shyam: Ha ha, no of courseit’s not true! Most people believe that entrepreneurs need to be fearlessly enthusiastic.
But the truth is, fear is a very normal and valid human reaction, especially when you are planning to start your
own business! In fact, my biggest fear was the fear of failing. The reality is, entrepreneurs fail as much as they
succeed. The trick is to not allow the fear of failing to stop you from going ahead with your plans. Remember,
failures are lessons for future success!
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Interviewer: What, according to you, is the reason that entrepreneurs fail?

Shyam: Well, there is no one single reason why entrepreneurs fail. An entrepreneur can fail due to numerous
reasons. You could fail because you have allowed your fear of failure to defeat you. You could fail because you are
unwilling to delegate (distribute) work. As the saying goes, “You can do anything, but not everything!” You could
fail because you gave up too easily — maybe you were not persistent enough. You could fail because you were
focusing your energy on small, insignificant tasks and ignoring the tasks that were most important. Other reasons
for failing are partnering with the wrong people, not being able to sell your product to the right customers at the
right time at the right price... and many more reasons!

Interviewer: As an entrepreneur, how do you feel failure should be looked at?

Shyam: | believe we should all look at failure as an asset, rather than as something negative. The way | see it, if
you have an idea, you should try to make it work, even if there is a chance that you will fail. That’s because not
trying is failure right there, anyway! And failure is not the worst thing that can happen. | think having regrets
because of not trying, and wondering ‘what if’ is far worse than trying and actually failing.

Interviewer: How did you feel when you failed for the first time?

Shyam: | was completely heartbroken! It was a very painful experience. But the good news is, you do recover
from the failure. And with every subsequent failure, the recovery process gets a lot easier. That’s because you
start to see each failure more as a lesson that will eventually help you succeed, rather than as an obstacle that
you cannot overcome. You will start to realize that failure has many benefits.

Interviewer: Can you tell us about some of the benefits of failing?

Shyam: One of the benefits that | have experienced personally from failing is that the failure made me see things
in a new light. It gave me answers that | didn’t have before. Failure can make you a lot stronger. It also helps keep
your ego in control.

Interviewer: What advice would you give entrepreneurs who are about to start their own enterprises?

Shyam: | would tell them to do their research and ensure that their product is something that is actually wanted
by customers. I'd tell them to pick their partners and employees very wisely and cautiously. I'd tell them that it’s
very important to be aggressive — push and market your product as aggressively as possible. | would warn them
that starting an enterprise is very expensive and that they should be prepared for a situation where they run out
of money.

| would tell them to create long term goals and put a plan in action to achieve that goal. | would tell them to build
a product that is truly unique. Be very careful and ensure that you are not copying another startup. Lastly, I'd tell
them that it’s very important that they find the right investors.

Interviewer: That’s some really helpful advice, Shyam! I’'m sure this will help all entrepreneurs to be more
prepared before they begin their journey! Thank you for all your insight!

—7.5.8.1 Tips | &

¢ Remember that nothing is impossible.

e Identify your mission and your purpose before you start.

e Plan your next steps — don’t make decisions hastily.
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UNIT 7.6: Preparing to be an Entrepreneur

— Unit Objectives ©

At the end of this unit, you will be able to:

1. Discuss how market research is carried out

2. Describe the 4 Ps of marketing

3. Discuss the importance of idea generation

4. Recall basic business terminology

5. Discuss the need for CRM

6. Discuss the benefits of CRM

7. Discuss the need for networking

8. Discuss the benefits of networking

9. Understand the importance of setting goals

10. Differentiate between short-term, medium-term and long-term goals
11. Discuss how to write a business plan

12. Explain the financial planning process

13. Discuss ways to manage your risk

14. Describe the procedure and formalities for applying for bank finance
15. Discuss how to manage your own enterprise

16. List important questions that every entrepreneur should ask before starting an enterprise

—7.6.1 Market Study/The 4 Ps of Marketing/Importance of an IDEA ——

Understanding Market Research

Market research is the process of gathering, analyzing and interpreting market information on a product or
service that is being sold in that market. It also includes information on:

e Past, present and prospective customers

e Customer characteristics and spending habits

e The location and needs of the target market

e The overall industry

e Relevant competitors

Market research involves two types of data:

e Primary information: This is research collected by yourself or by someone hired by you.

e Secondary information: This is research that already exists and is out there for you to find and use.
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Primary research
Primary research can be of two types:
o Exploratory: This is open-ended and usually involves detailed, unstructured interviews.

e Specific: This is precise and involves structured, formal interviews. Conducting specific research is the more
expensive than conducting exploratory research.

Secondary research
Secondary research uses outside information. Some common secondary sources are:

e Public sources: These are usually free and have a lot of good information. Examples are government
departments, business departments of public libraries etc.

¢ Commercial sources: These offer valuable information but usually require a fee to be paid. Examples are
research and trade associations, banks and other financial institutions etc.

e Educational institutions: These offer a wealth of information. Examples are colleges, universities, technical
institutes etc.

—7.6.1.1 The 4 Ps of Marketing

The 4 Ps of marketing are:

1. Product,

2. Price,

3. Promotion and

4. Place.

Let’s look at each of these 4 Ps in detail.
Product

A product can be:

e Atangible good

e Anintangible service

Whatever your product is, it is critical that you have a clear understanding of what you are offering, and what its
unique characteristics are, before you begin with the marketing process.

Some questions to ask yourself are:

¢ What does the customer want from the product/service?
e What needs does it satisfy?

e Are there any more features that can be added?

o Does it have any expensive and unnecessary features?

e How will customers use it?

e What should it be called?

e How is it different from similar products?
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e How much will it cost to produce?
e Canitbe sold at a profit?
Price

Once all the elements of Product have been established, the Price factor needs to be considered. The Price of a
Product will depend on several factors such as profit margins, supply, demand and the marketing strategy.

Some questions to ask yourself are:

¢ What is the value of the product/service to customers?

e Do local products/services have established price points?
e Isthe customer price sensitive?

e Should discounts be offered?

¢ How is your price compared to that of your competitors?
Promotion

Once you are certain about your Product and your Price, the next step is to look at ways to promote it. Some key
elements of promotion are advertising, public relations, social media marketing, email marketing, search engine
marketing, video marketing and more.

Some questions to ask yourself are:

e Where should you promote your product or service?

¢ What is the best medium to use to reach your target audience?
¢ When would be the best time to promote your product?

e How are your competitors promoting their products?

Place

According to most marketers, the basis of marketing is about offering the right product, at the right price, at
the right place, at the right time. For this reason, selecting the best possible location is critical for converting
prospective clients into actual clients.

Some questions to ask yourself are:

e  Will your product or service be looked for in a physical store, online or both?
e What should you do to access the most appropriate distribution channels?

e Will you require a sales force?

e Where are your competitors offering their products or services?

e Should you follow in your competitors’ footsteps?

¢ Should you do something different from your competitors?

Importance of an IDEA

Ideas are the foundation of progress. An idea can be small or ground-breaking, easy to accomplish or extremely
complicated to implement. Whatever the case, the fact that it is an idea gives it merit. Without ideas, nothing
is possible. Most people are afraid to speak out their ideas, out for fear of being ridiculed. However, if are an
entrepreneur and want to remain competitive and innovative, you need to bring your ideas out into the light.
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Some ways to do this are by:

e Establishing a culture of brainstorming where you invite all interested parties to contribute
e Discussing ideas out loud so that people can add their ideas, views, opinions to them

e Being open minded and not limiting your ideas, even if the idea who have seems ridiculous

e Not discarding ideas that you don’t work on immediately, but instead making a note of them and shelving
them so they can be revisited at a later date.

—7.6.1.2 Tips &

e Keep in mind that good ideas do not always have to be unique.

e Remember that timing plays a huge role in determining the success of your idea.

e Situations and circumstances will always change, so be flexible and adapt your idea accordingly.

—7.6.2 Business Entity Concepts: Basic Business Terminology

If your aim is to start and run a business, it is crucial that you have a good understanding of basic business terms.
Every entrepreneur should be well versed in the following terms:

e Accounting: A systematic method of recording and reporting financial transactions.

e Accounts payable: Money owed by a company to its creditors.

e Accounts Receivable: The amount a company is owed by its clients.

e Assets: The value of everything a company owns and uses to conduct its business.

o Balance Sheet: A snapshot of a company’s assets, liabilities and owner’s equity at a given moment.
e Bottom Line: The total amount a business has earned or lost at the end of a month.

e Business: An organization that operates with the aim of making a profit.

e Business to Business (B2B): A business that sells goods or services to another business.

e Business to Consumer (B2C): A business that sells goods or services directly to the end user.

e Capital: The money a business has in its accounts, assets and investments. The two main types of capital are
debt and equity.

e Cash Flow: The overall movement of funds through a business each month, including income and expenses.

e Cash Flow Statement: A statement showing the money that entered and exited a business during a specific
period of time.

e Contract: A formal agreement to do work for pay.
o Depreciation: The degrading value of an asset over time.
e Expense: The costs that a business incurs through its operations.

e Finance: The management and allocation of money and other assets.
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e Financial Report: A comprehensive account of a business’ transactions and expenses.

e Fixed Cost: A one-time expense.

¢ Income Statement (Profit and Loss Statement): Shows the profitability of a business during a period of time.
o Liabilities: The value of what a business owes to someone else.

o Marketing: The process of promoting, selling and distributing a product or service.

¢ Net Income/Profit: Revenues minus expenses.

o Net Worth: The total value of a business.

o Payback Period: The amount of time it takes to recover the initial investment of a business.

e Profit Margin: The ratio of profit, divided by revenue, displayed as a percentage.

e Return on Investment (ROI): The amount of money a business gets as return from an investment.

e Revenue: The total amount of income before expenses are subtracted.

o Sales Prospect: A potential customer.

o Supplier: A provider of supplies to a business.

o Target Market: A specific group of customers at which a company’s products and services are aimed.
e Valuation: An estimate of the overall worth of the business.

e Variable Cost: Expenses that change in proportion to the activity of a business.

e  Working Capital: Calculated as current assets minus current liabilities.

—7.6.3 CRM & Networking
What is CRM?

CRM stands for Customer Relationship Management. Originally the expression Customer Relationship
Management meant managing one’s relationship with customers. However, today it refers to IT systems and
software designed to help companies manage their relationships.

The Need for CRM

The better a company can manage its relationships with its customers, the higher the chances of the company’s
success. For any entrepreneur, the ability to successfully retain existing customers and expand the enterprise is
paramount. This is why IT systems that focus on addressing the problems of dealing with customers on a daily
basis are becoming more and more in demand.

Customer needs change over time, and technology can make it easier to understand what customers really want.
This insight helps companies to be more responsive to the needs  of their customers. It enables them to modify
their business operations when required, so that their customers are always served in the best manner possible.
Simply put, CRM helps companies recognize the value of their clients and enables them to capitalize on improved
customer relations.

Benefits of CRM
CRM has a number of important benefits:
e It helps improve relations with existing customers which can lead to:

» Increased sales
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» Identification of customer needs

»  Cross-selling of products
e It results in better marketing of one’s products or services
e It enhances customer satisfaction and retention

e It improves profitability by identifying and focusing on the most profitable customers

—7.6.3.1 What is Networking?

In business, networking means leveraging your business and personal connections in order to bring in a regular
supply of new business. This marketing method is effective as well as low cost. It is a great way to develop sales
opportunities and contacts. Networking can be based on referrals and introductions, or can take place via phone,
email, and social and business networking websites.

The Need for Networking

Networking is an essential personal skill for business people, but it is even more important for entrepreneurs.
The process of networking has its roots in relationship building. Networking results in greater communication
and a stronger presence in the entrepreneurial ecosystem. This helps build strong relationships with other
entrepreneurs.

Business networking events held across the globe play a huge role in connecting like-minded entrepreneurs who
share the same fundamental beliefs in communication, exchanging ideas and converting ideas into realities. Such
networking events also play a crucial role in connecting entrepreneurs with potential investors. Entrepreneurs
may have vastly different experiences and backgrounds but they all have a common goal in mind — they all seek
connection, inspiration, advice, opportunities and mentors. Networking offers them a platform to do just that.
Benefits of Networking

Networking offers numerous benefits for entrepreneurs. Some of the major benefits are:
e Getting high quality leads
e Increased business opportunities

¢ Good source of relevant connections

Advice from like-minded entrepreneurs

Gaining visibility and raising your profile
e Meeting positive and enthusiastic people
¢ Increased self-confidence

o Satisfaction from helping others

Building strong and lasting friendships

7.6.3.2 Tips [

e Use social media interactions to identify needs and gather feedback.

¢ When networking, ask open-ended questions rather than yes/no type questions.
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— 7.6.4 Business Plan: Why Set Goals?

Setting goals is important because it gives you long-term vision and short-term motivation. Goals can be short
term, medium term and long term.

Short-Term Goals

e These are specific goals for the immediate future. Example: Repairing a machine that has failed. Medium-
Term Goals

e These goals are built on your short term goals.

e They do not need to be as specific as your short term goals.

Example: Arranging for a service contract to ensure that your machines don’t fail again.
Long-Term Goals

These goals require time and planning. They usually take a year or more to achieve.
Example: Planning your expenses so you can buy new machinery

Why Create a Business Plan

A business plan is a tool for understanding how your business is put together. It can be used to monitor progress,
foster accountable and control the fate of the business. It usually offers a 3-5 year projection and outlines the
plan that the company intends to follow to grow its revenues. A business plan is also a very important tool for
getting the interest of key employees or future investors.

A business plan typically comprises of eight elements.

—7.6.4.1 Elements of a Business Plan

Executive Summary

The executive summary follows the title page. The summary should clearly state your desires as the business
owner in a short and businesslike way. It is an overview of your business and your plans. Ideally this should not
be more than 1-2 pages.

Your Executive Summary should include:
¢ The Mission Statement: Explain what your business is all about.
Example: Nike’s Mission Statement
Nike’s mission statement is “To bring inspiration and innovation to every athlete in the world.”

e Company Information: Provide information like when your business was formed, the names and roles of
the founders, the number of employees, your business location(s) etc.

e Growth Highlights: Mention examples of company growth. Use graphs and charts where possible.
¢ Your Products/Services: Describe the products or services provided.

o Financial Information: Provide details on current bank and investors.

e Summarize future plans: Describe where you see your business in the future.

Business Description

The second section of your business plan needs to provide a detailed review of the different elements of your
business. This will help potential investors to correctly understand your business goal and the uniqueness of
your offering.
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Your Business Description should include:

e A description of the nature of your business

¢ The market needs that you are aiming to satisfy

e The ways in which your products and services meet these needs

e The specific consumers and organizations that you intend to serve
e Your specific competitive advantages

Market Analysis

The market analysis section usually follows the business description. The aim of this section is to showcase your
industry and market knowledge. This is also the section where you should lay down your research findings and
conclusions.

Your Market Analysis should include:

e Your industry description and outlook

e Information on your target market

¢ The needs and demographics of your target audience
e The size of your target market

e The amount of market share you want to capture

e Your pricing structure

e Your competitive analysis

o Any regulatory requirements

Organization & Management

This section should come immediately after the Market Analysis. Your Organization & Management section
should include:

e Your company’s organizational structure

e Details of your company’s ownership

e Details of your management team

e Qualifications of your board of directors

¢ Detailed descriptions of each division/department and its function
e The salary and benefits package that you offer your people

e The incentives that you offer

Service or Product Line

The next section is the service or product line section. This is where you describe your service or product, and
stress on their benefits to potential and current customers. Explain in detail why your product of choice will fulfill
the needs of your target audience.

Your Service or Product Line section should include:
e A description of your product/service

e Adescription of your product or service’s life cycle
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e Alist of any copyright or patent filings
e Adescription of any R&D activities that you are involved in or planning
Marketing & Sales

Once the Service or Product Line section of your plan has been completed, you should start on the description of
the marketing and sales management strategy for your business.

Your Marketing section should include the following strategies:

¢ Market penetration strategy: This strategy focuses on selling your existing products or services in existing
markets, in order to increase your market share.

e Growth strategy: This strategy focuses on increasing the amount of market share, even if it reduces earnings
in the short-term.

e Channels of distribution strategy: These can be wholesalers, retailers, distributers and even the internet.

¢ Communication strategy: These can be written strategies (e-mail, text, chat), oral strategies (phone calls,
video chats, face-to-face conversations), non-verbal strategies (body language, facial expressions, tone of
voice) and visual strategies (signs, webpages, illustrations).

Your Sales section should include the following information:
o A salesforce strategy: This strategy focuses on increasing the revenue of the enterprise.

e A breakdown of your sales activities: This means detailing out how you intend to sell your products or
services — will you sell it offline or online, how many units do you intend to sell, what price do you plan to sell
each unit at, etc.

Funding Request

This section is specifically for those who require funding for their venture. The Funding Request section should
include the following information:

e How much funding you currently require.
e How much funding you will require over the next five years. This will depend on your long- term goals.

e The type of funding you want and how you plan to use it. Do you want funding that can be used only for a
specific purpose, or funding that can be used for any kind of requirement?

e Strategic plans for the future. This will involve detailing out your long-term plans — what these plans are and
how much money you will require to put these plans in motions.

e Historical and prospective financial information. This can be done by creating and maintaining all your
financial records, right from the moment your enterprise started, to the present day. Documents required
for this are your balance sheet which contains details of your company’s assets and liabilities, your income
statement which lists your company’s revenues, expenses and net income for the year, your tax returns
(usually for the last three years) and your cash flow budget which lists the cash that came in, the cash that
went out and states whether you had a cash deficit (negative balance) or surplus (positive balance) at the
end of each month.

Financial Planning

Before you begin building your enterprise, you need to plan your finances. Take a look at the steps for financial
planning:

e Step 1: Create a financial plan. This should include your goals, strategies and timelines for accomplishing
these goals.
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Step 2: Organize all your important financial documents. Maintain a file to hold your investment details,
bank statements, tax papers, credit card bills, insurance papers and any other financial records.

Step 3: Calculate your net worth. This means figure out what you own (assets like your house, bank accounts,
investments etc.), and then subtract what you owe (liabilities like loans, pending credit card amounts etc.)
the amount you are left with is your net worth.

Step 4: Make a spending plan. This means write down in detail where your money will come from, and
where it will go.

Step 5: Build an emergency fund. A good emergency fund contains enough money to cover at least 6 months’
worth of expenses.

Step 6: Set up your insurance. Insurance provides long term financial security and protects you against risk.

Risk Management

As an entrepreneur, it is critical that you evaluate the risks involved with the type of enterprise that you want to
start, before you begin setting up your company. Once you have identified potential risks, you can take steps to
reduce them. Some ways to manage risks are:

Research similar business and find out about their risks and how they were minimized.

Evaluate current market trends and find out if similar products or services that launched a while ago are still
being well received by the public.

Think about whether you really have the required expertise to launch your product or service.
Examine your finances and see if you have enough income to start your enterprise.

Be aware of the current state of the economy, consider how the economy may change over time, and think
about how your enterprise will be affected by any of those changes.

Create a detailed business plan.

—7.6.4.2 Tips (&

Ensure all the important elements are covered in your plan.
Scrutinize the numbers thoroughly.

Be concise and realistic.

Be conservative in your approach and your projections.

Use visuals like charts, graphs and images wherever possible.

—7.6.5 Procedure and Formalities for Bank Finance

The Need for Bank Finance

For entrepreneurs, one of the most difficult challenges faced involves securing funds for startups. With numerous
funding options available, entrepreneurs need to take a close look at which funding methodology works best for
them. In India, banks are one of the largest funders of startups, offering funding to thousands of startups every
year.
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— 7.6.5.1 What Information Should Entrepreneurs Offer Banks for Funding? -

When approaching a bank, entrepreneurs must have a clear idea of the different criteria that banks use to screen,
rate and process loan applications. Entrepreneurs must also be aware of the importance of providing banks
with accurate and correct information. It is now easier than ever for financial institutions to track any default
behaviour of loan applicants. Entrepreneurs looking for funding from banks must provide banks with information
relating to their general credentials, financial situation and guarantees or collaterals that can be offered.

General Credentials

Thisis where you, as an entrepreneur, provide the bank with background information on yourself. Such information
includes:

o Letter(s) of Introduction: This letter should be written by a respected business person who knows you well
enough to introduce you. The aim of this letter is set across your achievements and vouch for your character
and integrity.

e Your Profile: This is basically your resume. You need to give the bank a good idea of your educational
achievements, professional training, qualifications, employment record and achievements.

e Business Brochure: A business brochure typically provides information on company products, clients, how
long the business has been running for etc.

e Bank and Other References: If you have an account with another bank, providing those bank references is a
good idea.

e Proof of Company Ownership or Registration: In some cases, you may need to provide the bank with proof
of company ownership and registration. A list of assets and liabilities may also be required.

Financial Situation

Banks will expect current financial information on your enterprise. The standard financial reports you should be
prepared with are:

o Balance Sheet

e Profit-and-Loss Account

e Cash-Flow Statement

e Projected Sales and Revenues
e Business Plan

e Feasibility Study

Guarantees or Collaterals

Usually banks will refuse to grant you a loan without security. You can offer assets which the bank can seize and
sell off if you do not repay the loan. Fixed assets like machinery, equipment, vehicles etc. are also considered to
be security for loans.

—7.6.5.2 The Lending Criteria of Banks

Your request for funding will have a higher chance of success if you can satisfy the following lending criteria:
e Good cash flow
e Adequate shareholders’ funds

e Adequate security
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e Experience in business

e Good reputation

The Procedure

To apply for funding the following procedure will need to be followed.

e Submit your application form and all other required documents to the bank.

e The bank will carefully assess your credit worthiness and assign ratings by analyzing your business information
with respect to parameters like management, financial, operational and industry information as well as past
loan performance.

e The bank will make a decision as to whether or not you should be given funding.

7.6.5.3 Tips | &

e Get advice on funding options from experienced bankers.

e Be cautious and avoid borrowing more than you need, for longer than you need, at an interest rate that is
higher than you are comfortable with.

—7.6.6 Enterprise Management - An Overview

To manage your enterprise effectively you need to look at many different aspects, right from managing the
day-to-day activities to figuring out how to handle a large scale event. Let’s take a look at some simple steps to
manage your company effectively.

Step 1: Use your leadership skills and ask for advice when required.

Let’s take the example of Ramu, an entrepreneur who has recently started his own enterprise. Ramu has good
leadership skills — he is honest, communicates well, knows how to delegate work etc. These leadership skills
definitely help Ramu in the management of his enterprise. However, sometimes Ramu comes across situations
that he is unsure how to handle. What should Ramu do in this case? One solution is for him to find a more
experienced manager who is willing to mentor him. Another solution is for Ramu to use his networking skills so
that he can connect with managers from other organizations, who can give him advice on how to handle such
situations.

Step 2: Divide your work amongst others — realize that you cannot handle everything yourself.

Even the most skilled manager in the world will not be able to manage every single task that an enterprise will
demand of him. A smart manager needs to realize that the key to managing his enterprise lies in his dividing all
his work between those around him. This is known as delegation. However, delegating is not enough. A manager
must delegate effectively if he wants to see results. This is important because delegating, when done incorrectly,
can result in you creating even more work for yourself. To delegate effectively, you can start by making two lists.
One list should contain the things that you know you need to handle yourself. The second list should contain the
things that you are confident can be given to others to manage and handle. Besides incorrect delegation, another
issue that may arise is over-delegation. This means giving away too many of your tasks to others. The problem
with this is, the more tasks you delegate, the more time you will spend tracking and monitoring the work progress
of those you have handed the tasks to. This will leave you with very little time to finish your own work.
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Step 3: Hire the right people for the job.

Hiring the right people goes a long way towards effectively managing your enterprise. To hire the best people
suited for the job, you need to be very careful with your interview process. You should ask potential candidates
the right questions and evaluate their answers carefully. Carrying out background checks is always a good practice.
Running a credit check is also a good idea, especially if the people you are planning to hire will be handling your
money. Create a detailed job description for each role that you want filled and ensure that all candidates have a
clear and correct understanding of the job description. You should also have an employee manual in place, where
you put down every expectation that you have from your employees. All these actions will help ensure that the
right people are approached for running your enterprise.

Step 4: Motivate your employees and train them well.

Your enterprise can only be managed effectively if your employees are motivated to work hard for your enterprise.
Part of being motivated involves your employees believing in the vision and mission of your enterprise and
genuinely wanting to make efforts towards pursuing the same. You can motivate your employees with recognition,
bonuses and rewards for achievements. You can also motivate them by telling them about how their efforts have
led to the company’s success. This will help them feel pride and give them a sense of responsibility that will
increase their motivation.

Besides motivating your people, your employees should be constantly trained in new practices and technologies.
Remember, training is not a one-time effort. It is a consistent effort that needs to be carried out regularly.

Step 5: Train your people to handle your customers well.

Your employees need to be well-versed in the art of customer management. This means they should be able to
understand what their customers want, and also know how to satisfy their needs. For them to truly understand
this, they need to see how you deal effectively with customers. This is called leading by example. Show them
how you sincerely listen to your clients and the efforts that you put into understand their requirements. Let them
listen to the type of questions that you ask your clients so they understand which questions are appropriate.

Step 6: Market your enterprise effectively.

Use all your skills and the skills of your employees to market your enterprise in an effective manner. You can also
hire a marketing agency if you feel you need help in this area.

Now that you know what is required to run your enterprise effectively, put these steps into play, and see how
much easier managing your enterprise becomes!

—7.6.6.1 Tips &

e Get advice on funding options from experienced bankers.

e Be cautious and avoid borrowing more than you need, for longer than you need, at an interest rate that is
higher than you are comfortable with.

—7.6.7 20 Considering Entrepreneurship
Questions to Ask Yourself Before Considering Entrepreneurship
e Why am | starting a business?

e What problem am I solving?
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e Have others attempted to solve this problem before? Did they succeed or fail?
e Do | have a mentorl or industry expert that | can call on?

e Who is my ideal customer2?

¢ Who are my competitors3?

¢  What makes my business idea different from other business ideas?

¢ What are the key features of my product or service?

e Have | done a SWOT4 analysis?

e What is the size of the market that will buy my product or service?

¢ What would it take to build a minimum viable product5 to test the market?
e How much money do | need to get started?

e  Willl need to get a loan?

¢ How soon will my products or services be available?

e  When will | break even6 or make a profit?

e How will those who invest in my idea make a profit?

e How should | set up the legal structure7 of my business?

e  What taxes8 will | need to pay?

e What kind of insurance9 will | need?

e Have | reached out to potential customers for feedback

—7.6.7.1 Tips Q

e Itis very important to validate your business ideas before you invest significant time, money and resources
into it.

e The more questions you ask yourself, the more prepared you will be to handle to highs and lows of starting
an enterprise.

Footnotes:
1. A mentor is a trusted and experienced person who is willing to coach and guide you.
2. A customer is someone who buys goods and/or services.

3. A competitor is a person or company that sells products and/or services similar to your products and/or
services.

4. SWOT stands for Strengths, Weaknesses, Opportunities and Threats. To conduct a SWOT analysis of your
company, you need to list down all the strengths and weaknesses of your company, the opportunities that
are present for your company and the threats faced by your company.

5. A minimum viable product is a product that has the fewest possible features, that can be sold to customers,
for the purpose of getting feedback from customers on the product.

6. A company is said to break even when the profits of the company are equal to the costs.
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7. The legal structure could be a sole proprietorship, partnership or limited liability partnership.

8. There are two types of taxes — direct taxes payable by a person or a company, or indirect taxes charged on
goods and/or services.

9. There are two types of insurance — life insurance and general insurance. Life insurance covers human life
while general insurance covers assets like animals, goods, cars etc.







Skill India

PRI WA - BRI R

% VA N-S-D-C
National
S Skill Development
wHa Sad Corporation
GOVERNMENT OF INDIA . §
MINISTRY OF SKILL DEVELOPMENT Transforming the skill landscape

& ENTREPRENEURSHIP

Media & Entertainment Skills Council
Address: 1-4, G-Floor, World Trade Center,
Babar Lane, New Delhi-110001

Email: academics@mescindia.org

Phone: 011-49048335, 011-49048336

Price: % 110/-

9

ISB

78

||9|78||9|3 |8|? Di]”?]D
9387|O34280

This book is provided free to students under the PMKVY (Pradhan Mantri Kaushal Vikas Yojana).



	Cover Editor 2.pdf
	Page 2

	Cover Editor 3.pdf
	Page 2




