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WELCOME TO CAB!
vkt ls vki es/kk ds LVwMsaV gSa vkSj ge es/kk dE;qfuVh esa vkidk Lokxr djrs gSa ! 

es/kk dk ,EIyks;kfcfyVh çksxzke ,d fczt gS & tks vkidks d‚yst vkSj d‚yst ds 

ckgj dh nqfu;k ds chp dh nwjh r; djus esa enn djrk gS A 

bl fczt ds rhu iM+ko gSa% 

1 Dykl:e Vªsfuax% CAB dfj;j ,MokalesaV cwVdSai

2 baVuZf’ki% dk;Z vuqHko tks vkidks ukSdjh ds ;ksX; cukrk gS 

3 IyslesaV volj% vkids vuqHko] ;ksX;rk o baVjsLV vuqlkj t‚c ds volj 

vki us igys iM+ko ij dne j[kk gS] vkSj Dykl:e Vªsfuax ds fy, CAB dks 

pquk gS & vkidh Vªsfuax 30 ?kaVksa dh gksxh] vkSj gesa iwjk fo’okl gS dh bu 30 

?kaVksa ds var esa vki vkSj Hkh çcy vkRe&fo’okl vkSj csgrj de;wuhds’ku o 

dfj;j vos;juSl ds lkFk vius fy, ,d lgh vkSj pqukSrhiw.kZ baVuZf’ki pqusaxs !

‘Medha Mandali’
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YOU ARE A MEDHA 
STUDENT!

YOU ARE TRAINED!

1 2

vki vHkh ;gk¡ gSa ! 
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YOU COMPLETE 
ON-THE-JOB-TRAINING

YOUR PROFESSIONAL
JOURNEY BEGINS

3 4
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CAB INTRODUCTION

Why should I learn this?

vkt ls vki es/kk ds LVwMsaV gSa! vkb;s] tYnh ls utj Mkyrs gSa mu 

V‚fidksa ij tks vki vxys 30 ?kaVs esa doj djsaxsA CAB Vªsfuax ds 

ckn vki bu rhu phtksa esa fuiq.k gks tk;saxs:

Professional Communication çksQs’kuy dk vFkZ gS dksbZ Hkh 

O;fä tks fdlh n¶rj ;k daiuh esa dke djrk gSA es/kk esa vkidks 

Vªsfuax nsus okys lj] eSe ls ys dj ljdkjh cl pkyd rd & lHkh 

çksQs’kuy gSa ! dE;qfuds’ku dk vFkZ gS ckr djus dh dyk & fQj 

pkgs oks ckr fyf[kr gks ;k ekSf[kdA bl Vªsfuax esa ge dsoy Liksdu 

¼ekSf[kd½ dE;qfuds’ku ij Qksdl djsaxs!

Team work dk;ZLFky ij] vkSj dk;ZLFky ds ckgj nwljs yksxksa ds 

lkFk feydj dke djus dh {kerkA

Career Preperation nks egRoiw.kZ tkudkfj;k¡ & viuh Mªhe 

t‚c dks ys dj clarity vkSj ’kgj esa miyC/k çkbosV t‚c voljksa 

dh tkudkjhA

;s dgk¡ dke vk,xk \

These skills are called employability skills. 
Employment (jkstxkj) + ability ({kerk) = Employability

A job-seeker with these skills stands a higher 
chance of getting 
employment than anyone else with the same aca-
demic qualification.
vxj vki viuh ckr dks vPNs ls çstsaV djuk tkurs gSa] nwljksa ds 

lkFk feydj dke dj ldrs gSa vkSj vkidk dfj;j xksy Li’V gS rks 

vkids ukSdjh ikus ds pkal cgqr c<+ tkrs gSa!
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CAB INTRODUCTION

cl bruk ;kn j[kuk gS !

You need 75 per cent attendance to become eli-
gible for a certificate and all other Medha career 
services.
lfVZfQdsV vkSj es/kk dh vU; dfj;j&lEcaf/kr lsokvksa ¼baVuZf’ki] 

IyslesaV½ ikus ds fy, vkidks 30 esa ls de ls de 23 ?kaVksa dh Vªsfuax 

iwjh djuh gSaA

Be on time in the class; each session is of only 60 min-
utes
es/kk Dykl ges’kk Bhd le; ij ’kq: gksrh gS] ;fn vkius vkus esa 

5&10 feuV nsjh dj nh rks vki ihNs NwV tk;saxsA

Take every chance that you get to participate 
Dykl esa tc Hkh vkids Vªsuj fdlh dks vkxs vk dj dqN çstsaV djus 

dk ekSdk nsa] rks QkSju gkFk [kM+k dhft;sA

Spend time with your student handbook after ev-
ery session 
gj ls’ku ds ckn flQZ 15 feuV bl fdrkc dks nhft;s & blls 

vkidks vkbZfM;k gksxk dh vki esa fdruk lq/kkj gks jgk gS] vkSj Dykl      

esa lh[kh gqbZ phtsa vki dSls ykbQ esa viuk dj ldrs gSaA
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vkSj tkuus ds fy, - LdSu!
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D;k vkt vkius vius ckjs esa dqN u;k tkuk \

dSlk jgk gS vkt dk ls’ku\

cgqr dqN 

lh[kk 

SESSION ONE 
CAB INTRODUCTION

BORING

OKAY

FUN

dqN ugha lh[kk 

dqN lh[kk 

cgqr dqN lh[kk 

1CAB
INTRODUCTION

dSlk jgk --- vkt\



vki CAB dh Vªsfuax ls D;k lh[k dj tkuk pkgsaxs\

;g lc lh[kus ds fy,] vki Dykl ds ckgj D;k ç;kl djsaxs\
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1CAB
INTRODUCTION

[kqn dks ij[ksa !



vius ckjs esa dqN crkb, 

Describe yourself in your best friend’s words 
vius nksLr ls iwfN, vxj mUgsa vkidk ifjp; nsuk gks] rks oks D;k dgsaxs\
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Tell us a little about yourself, what is that you want from life 
D;k pkgrs gSa vki ykbQ ls\ lcls T;knk D;k ikus dk eu gS\

>eq>s vkSj lh[kuk gS !1CAB
INTRODUCTION
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What is it that makes you happiest? 
D;k phtsa vkidks lcls T;knk [kq’kh nsrh gSa\

What are your responsibilities? 
D;k vkidh dksbZ ftEesnkfj;ka gSa\ ;fn gk¡] rks D;k \

Why did you join Medha? 
vki es/kk Dykl esa D;w¡ vk jgs gSa\ D;k lh[kuk pkgrs gSa \

>eq>s vkSj lh[kuk gS ! 1CAB
INTRODUCTION
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PM

le; le; dh ckr gS !

AM

1CAB
INTRODUCTION





PUBLIC SPEAKING

;s ifCyd gS lc tkurh gS ! blds lkeus cksyus ls lcdh gok VkbV 

gksrh gS--- blfy, ,d ckj Vªk; t:j djuk pkfg, ! 

D;w¡ Hkyk \

1- rkfy;ka lquus ds fy, 

2- Mj ds vkxs dh thr ds fy, 

3- lQy gksus ds fy, % thou ds fdlh Hkh {ks= esa lQyrk ds fy, 

vko’;d gS fcuk Mj ds viuh ckr nwljksa ds lkeus j[k ikukA tc 

rd cksyus dk Mj vkidk ihNk ugha NksM+sxk vki VSysaVsM gksrs gq, Hkh] 

viuh çfrHkk dk ç;ksx ugh dj ik,axs A

pfy,] vc Mj dks viuh fgEer ls Mjkb,] vkSj vxyh ckj Dykl esa 

cksyus ds fy, lcls igys gkFk vki mBkb;sA
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;s dgk¡ dke vk,xk \

You will be required to speak brilliantly when:

1. A panel of interviewers is facing you
2. You have been given a position of authority at 

work, and have to present your ideas to an au-
dience

3. Your job requires you to interact with new peo-
ple - customers, co-workers, or corporate cli-
ents.

tc vki vius dfj;j dk igyk dne ysaxs rcA vkSj tc vki lQy 

gks dj ,d cM+k in ik ysaxs rc Hkh!

Why should I learn this?



PUBLIC SPEAKING

vk¡[kksa esa vk¡[ksa Mky dj ckr dhft;s | Maintain eye contact 
with the audience 

Li’V cksfy,] tksj ls cksfy, | Speak clearly and loudly 

lh/ks [kM+s jfg;s | Stand smartly

vkidks u rks ,d txg te dj [kM+s jguk gS] vkSj u gh cgqr 

vf/kd fgyuk gS  | Do not stand rigidly, but do not move 
around too much either 
eqldqjkb;s ;t:j] ,slk yxuk pkfg, dh vkidks viuh ckr lc ds 

lkeus j[kus esa fnypLih gS | Smile  

LVst ij dHkh dkxt ls i<+ dj er cksfy,  |  Do not read 
from a book

cksyrs djrs le; Nr dh vksj ;k tehu ij u ns[ksa |  Do not look 
at the ceiling or the floor

cgqr /kheh vkokt esa u cksysa | Do not mumble or whisper 
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vkSj tkuus ds fy, - LdSu!

cl bruk ;kn j[kuk gS !

Scan the QR Code for more 
information!
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dSlk jgk gS vkt dk ls’ku\

BOR-
ING 

OKAY

FUN !

SESSION ONE 
PUBLIC SPEAKING

cgqr dqN 

lh[kk 

BORING

OKAY

FUN

dqN ugha lh[kk 

dqN lh[kk 

cgqr dqN lh[kk 

D;k vkt vkius vius ckjs esa dqN u;k tkuk \

1 PUBLIC
SPEAKING

dSlk jgk --- vkt\
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YES / NOQUESTIONS

I researched my topic.
eSaus vius fo’k; dh iwjh rS;kjh dh Fkh

I prepared the outline and notes for my speech.
Lihp nsus ls igys eSaus dkxt ij t:jh i‚baV fy[k fy, FksA

I practiced my speech at least 4 times with the help 
of notes. t:jh i‚baVksa ds lkFk] eSaus pkj ckj viuh Lihp çSfDVl dh

I avoided memorizing the speech by heart.
eSaus viuh Lihp jVh ugha A

I devoted extra practice to the introduction.
eSaus viuh Lihp dh ’kq:vkrh ykbuksa dh ,DLVªk çSfDVl dh A

The person seated in the last row was able to hear me.
vkf[kjh lhV ij cSBk O;fä Hkh eq>s lqu ik jgk FkkA

I was happy speaking to the audience to convey my 
views. eq>s Ykksxksa ds lkeus viuh ckr j[k dj [kq’kh gks jgh FkhA

I did not mumble / eSa vius eqag esa gh cqncqnk ugha jgk Fkk/FkhA esjs 
’kCn lkQ Fks A

I did not stand rigidly at one place during the entire 
speech iwjh Lihp ds nkSjku eSa ,d gh txg ij te dj ugha [kM+k 

Fkk/Fkh A

I maintained eye contact with the entire audience
eSaus lkeus cSB lHkh yksxksa dh vk¡[kksa esa vk[ksa Mky dj viuh ckr j[khA

I felt energetic during the entire speech. iwjh Lihp ds 

nkSjku eSa tks’k esa Fkk/Fkh A

[kqn dks ij[ksa ! 1 PUBLIC
SPEAKING
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D;k vkidks yxrk gS dh ’kh’ks ds lkeus çSfDVl djus ls] vki cgqr vPNs ifCyd Lihdj cu 

ik;saxs\ bldk tokc gk¡ Hkh gS] vkSj u HkhA ’kh’ks ds lkeus vH;kl djuk uSV çSfDVl tSlk gS A

vki csgrj rks t:j cusaxs] ij csgrjhu cuus ds fy, & vkidks v‚fM;al ds lkeus Hkh çSfDVl 

djuh gksxhA pfy, lksprs gSa dh D;k gks ldrs gSa oks volj] vkSj yxs gkFk mudh ,d fyLV 

Hkh rS;kj dj ysrs gSa A

What can be the opportunities for you to get Public Speaking 
practice? Think, and list.

1.  

2. 

3. 

4. 

5. 

eq>s vkSj lh[kuk gS !1 PUBLIC
SPEAKING
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le; le; dh ckr gS !

PM

AM

1 PUBLIC
SPEAKING
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dSlk jgk gS vkt dk ls’ku\

BOR-
ING 

OKAY

FUN !

cgqr dqN 

lh[kk 

BORING

OKAY

FUN

dqN ugha lh[kk 

dqN lh[kk 

cgqr dqN lh[kk 

D;k vkt vkius vius ckjs esa dqN u;k tkuk \

SESSION TWO 
PUBLIC SPEAKING 2 PUBLIC

SPEAKING

dSlk jgk --- vkt\
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YES / NOQUESTIONS

I researched my topic.
eSaus vius fo’k; dh iwjh rS;kjh dh Fkh

I prepared the outline and notes for my speech.
Lihp nsus ls igys eSaus dkxt ij t:jh i‚baV fy[k fy, FksA

I practiced my speech at least 4 times with the help of 
notes. t:jh i‚baVksa ds lkFk] eSaus pkj ckj viuh Lihp çSfDVl dh

I avoided memorizing the speech by heart.
eSaus viuh Lihp jVh ugha A

I devoted extra practice to the introduction.
eSaus viuh Lihp dh ’kq:vkrh ykbuksa dh ,DLVªk çSfDVl dhA

The person seated in the last row was able to hear 
me. vkf[kjh lhV ij cSBk O;fä Hkh eq>s lqu ik jgk Fkk A

I was happy speaking to the audience to convey my 
views. eq>s Ykksxksa ds lkeus viuh ckr j[k dj [kq’kh gks jgh Fkh A

I did not mumble  eSa vius eqag esa gh cqncqnk ugha jgk Fkk/FkhA esjs 
’kCn lkQ Fks A

I did not stand rigidly at one place during the entire 
speech iwjh Lihp ds nkSjku eSa ,d gh txg ij te dj ugha [kM+k Fkk/Fkh

I maintained eye contact with the entire audience
eSaus lkeus cSB lHkh yksxksa dh vk¡[kksa esa vk[ksa Mky dj viuh ckr j[kh

I felt energetic during the entire speech. iwjh Lihp ds 

nkSjku eSa tksk esa Fkk/Fkh

[kqn dks ij[ksa ! 2 PUBLIC
SPEAKING
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pfy, vkidks ,d fVi nsrs gSa A vxj lc ds chp cksyus ds Mj dks de djuk gS] rks ,d cgqr 

vPNk rjhdk gS & fFk,Vj Dykl !

;fn vkids d‚yst esa uqDdM+ ukVd bR;kfn dh çSfDVl dks ekSdk fey jgk gS rks NksfM+;sxk 

erA gks ldrk gS f>>d gks] gks ldrk gS yxs dh D;w¡ Hkyk esa lc ds lkFk viuk etkd cukÅa 

& exj vxj ,d ckj vkius ,d uqDdM+ ukVd dj fy;k] rks fQj dHkh nqckjk HkhM+ ds lkeus 

viuh ckr j[kus esa fgpd ugha gksxhA

Are there any other opportunities of enrolling for performing arts 
(singing, dancing, theatre etc) in your college? What are these? How 
can you register yourself? When will you register yourself?

eq>s vkSj lh[kuk gS !2 PUBLIC
SPEAKING
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le; le; dh ckr gS !

PM

AM

2 PUBLIC
SPEAKING
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dSlk jgk gS vkt dk ls’ku\

BOR-
ING 

OKAY

FUN !

cgqr dqN 

lh[kk 

BORING

OKAY

FUN

dqN ugha lh[kk 

dqN lh[kk 

cgqr dqN lh[kk 

D;k vkt vkius vius ckjs esa dqN u;k tkuk \

SESSION THREE
PUBLIC SPEAKING 3 PUBLIC

SPEAKING

dSlk jgk --- vkt\
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YES / NOQUESTIONS

I researched my topic.
eSaus vius fo’k; dh iwjh rS;kjh dh Fkh

I prepared the outline and notes for my speech.
Lihp nsus ls igys eSaus dkxt ij t:jh i‚baV fy[k fy, FksA

I practiced my speech at least 4 times with the help of 
notes. t:jh i‚baVksa ds lkFk] eSaus pkj ckj viuh Lihp çSfDVl dh

I avoided memorizing the speech by heart.
eSaus viuh Lihp jVh ugha A

I devoted extra practice to the introduction.
eSaus viuh Lihp dh ’kq:vkrh ykbuksa dh ,DLVªk çSfDVl dh A

The person seated in the last row was able to hear me.
vkf[kjh lhV ij cSBk O;fä Hkh eq>s lqu ik jgk Fkk A

I was happy speaking to the audience to convey my 
views. eq>s Ykksxksa ds lkeus viuh ckr j[k dj [kq’kh gks jgh Fkh A

I did not mumble eSa vius eqag esa gh cqncqnk ugha jgk Fkk/FkhA esjs 
’kCn lkQ Fks A

I did not stand rigidly at one place during the entire 
speech iwjh Lihp ds nkSjku eSa ,d gh txg ij te dj ugha [kM+k 

Fkk/Fkh A

I maintained eye contact with the entire audience
eSaus lkeus cSB lHkh yksxksa dh vk¡[kksa esa vk[ksa Mky dj viuh ckr j[khA

I felt energetic during the entire speech. iwjh Lihp ds 

nkSjku eSa tks’k esa Fkk/Fkh A

[kqn dks ij[ksa ! 3 PUBLIC
SPEAKING



gesa yksxksa ds lkeus cksyus dh f>>d dks bl gn rd nwj dj nsuk gS dh LVst ij tkuk vkids 

fy, fgEer dk ugha] Qu dk dke cu tk,¡! ;s rHkh gks ik;sxk] vxj ge dqN Hkh dj ds es/kk 

ds Dyklksa ds [kRe gksus ds ckn Hkh ifCyd Lihfdax dh çSfDVl djrs jgsaxs !

,d Lihdj ds :i esa viuh [kwfc;ksa vkSj [kkfe;ksa ij [kkl /;ku nsxk gksxk vkidks & vkSj ge 

blesa vkidh  enn djuk pkgsaxs !

vxj vkius viuh es/kk dh Vªsfuax 75 % vVsaMsal ds lkFk iwjh dh gSa rks Facebook or 
Whatsapp ij Medha Trained Club dk fgLlk cfu, vkSj vkus okys gj çSfDVl 

ls’ku ds fy, Ýh jftLVªs’ku djokb, !

;s dSls djuk gS \

tkuus ds fy, es/kk Vªsuj ls laidZ djsaA 
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eq>s vkSj lh[kuk gS !3 PUBLIC
SPEAKING
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le; le; dh ckr gS !

PM

AM

3 PUBLIC
SPEAKING



  YOUR SPACE





GROUP PRESENTATION

Why should I learn this?

vc tc vkius] viuh ckr dgus dk vkRefo’okl tqVk gh fy;k gS rks 

D;w¡ u bl ckr dks vkSj bEçslflo rjhds ls j[kuk lh[ksa \

We see examples of presentation everyday, like 
the lecture delivered by your professor and the 
latest ad for Pepsi on television!

ysDpj vkSj ,M nksuksa gh cgqr lksp&le>dj rS;kj fd;s x, çstsaVs’ku 

gSa - ,d dk mís’; gS tkudkjh nsuk] vkSj nwljs dk gS vkidks 

dufoal djukA

If you too learn to create an effective presentation, 
you can:
- Present your ideas in a logical order
- Persuade others to understand and agree with 
your point of view
- Easily explain new ideas or complex information 
to any audience!
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;s dgk¡ dke vk,xk \

ukSdjh esa vkSj ukSdjh ls igys Hkh  – dbZ ,sls ekSds vk;saxs tc 

vkidks ,d 

/kqvka/kkj çstsaV’ku nsuk gksxk :
When the interviewer asks you to ‘introduce your-
self’ – you will not have any visual aids, but pres-
ent your life story in a manner that 
impresses the interviewer!
When you have present your idea to a superior of-
ficer–  pkgs baVuZf’ki gks ;k t‚c & vxj vki pkgrs gSa dh vkids 

vkbZfM;k dks vkids c‚l lqus rks vkidks ml vkbZfM;k dks vPNs ls 

çstsaV djuk gksxk !



GROUP PRESENTATION

cl bruk ;kn j[kuk gS !

tYnh esa u fucVk;sa | Don’t rush through your presentation 
i<+dj u cksysa | Don’t read through your script 
pkVZ ij cgqr lh phtsa cukdj v‚fM;al dks da¶;wt u djsa | Don’t 
clutter your visual aid
T;knk tksj ls u cksysa] o v‚fM;al ls >xMk u djsa | Don’t be too 
loud or defensive 
viuh gh Vhe esa izfrLi/kkZ u djsa | Don’t compete with your 
team members 
vius i‚baV~l dk <kapk igys gh rS;kj dj ys A :ijs[kk vkSj eq[; 

i‚baV~l jsMh j[ksa | Establish your structure, outline your 
story 
igys ls gh Iyku djsa] vkSj laHko gks rks ,d ckj fjglZy Hkh dj ysa | 
Plan and rehearse in advance 
viuk çstsaVs’ku mRlkg iw.kZ vkSj ftankfny cukb;sA tc vkidh Vhe ds 

vU; esEcj çstsaV dj jgs gksa] rc vius psgjs ij cksfj;r dk gko Hkko u 

vkus nsa | Make your presentation enthusiastic and lively 
le; jgrs viuh çstsaVs’ku iwjh djsa | Time your presentation 
viuh çstsaVs’ku dks çHkkoh rjhds ls [kRe djsa | Conclude your 
presentation well 

 COPYRIGHT © 2017   |   BY MEDHA   |   ALL RIGHTS RESERVED  |  39   

vkSj tkuus ds fy, - LdSu!

Scan the QR Code for more 
information!
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SESSION ONE
GROUP PRESENTATION

dSlk jgk gS vkt dk ls’ku\

BOR-
ING 

OKAY

FUN !

cgqr dqN 

lh[kk 

BORING

OKAY

FUN

dqN ugha lh[kk 

dqN lh[kk 

cgqr dqN lh[kk 

D;k vkt vkius vius ckjs esa dqN u;k tkuk \

1 GROUP
PRESENTATION

dSlk jgk --- vkt\
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YES / NOQUESTIONS

I participated in the discussion for the task.
çstsaVs’ku dks vPNk cukus ds fy, eSaus fMLd’ku esa Hkkx fy;k 

I contributed useful ideas. eSaus ,sls vkbZfM;k fn,] ftudk Vhe 

ç;ksx dj ik;h 

I helped the group stay focused on the task. eSaus fn, 
x, le; esa xzqi dk /;ku HkVdus ugha fn;k 

I helped to improve the quality of the completed  
work. esjs ;ksxnku ds dkj.k çstsaVs’ku esa lq/kkj gqvk 

I contributed in preparing the final layout of our pre-
sentation. eSaus Qkbuy okyh çstsaVs’ku cukus esa ;ksxnku fn;k 

We finished our task on time. geus viuk dk;Z le; ij 

[kre fd;kA

 We encouraged each other and we co-operated with 
each other. geus ,d lkFk dke fd;k vkSj ,d nqljs dh lgk;rk dh!

The person seated in the last row was able to hear me.
vkf[kjh lhV ij cSBk O;fä Hkh eq>s lqu ik jgk FkkA

I did not mumble. esjs ’kCn lkQ&lkQ lcdks lqukbZ ns jgs FksA

I showed interest in my topic even while I was not 
presenting tc Vhe ds nqljs esEcj çstsaVs’ku ns jgs Fks] rc Hkh eSa 

V‚fid esa :fp n’kkZ jgk FkkA 

I did not stand rigidly at one place during the entire 
speech iwjh Lihp ds nkSjku eSa ,d gh txg ij te dj ugha [kM+k 

Fkk/FkhA

1 GROUP
PRESENTATION

[kqn dks ij[ksa !
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Here’s a challenge for you, listed below are a series of topics. 
vkidks 6&7 i‚baV esa bu V‚fidksa ij nh tkus okyh çstsaVs’ku dh :ijs[kk rS;kj djuh gS ! 

The first one has been done for you as an example:
Topic: Tea in India /  Hkkjr esa pk; 
1- Hkkjr esa pk; & gj le;] gj txg] gj fdlh ds fy, & miyC/k gS 

2- D;k vki tkurs gSa \ ¼pk; &lEcaf/kr dqN vkadMsa] dqN fun facts!½
3- pk; ds çdkj 

4- pk; ds Qk;ns 

5- pk; ds uqDlku

1 GROUP
PRESENTATION

eq>s vkSj lh[kuk gS !
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Topic: My college / esjk d‚yst 

1.  

2.  

3.  

4.  
 

Topic: Digital literacy in India / Hkkjr esa daI;wVj f’k{kk

1.  

2.  

3.  

4. 

eq>s vkSj lh[kuk gS ! 1 GROUP
PRESENTATION
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le; le; dh ckr gS !

PM

AM

1 GROUP
PRESENTATION





FUTURE PLANNING

Why should I learn this?

vkus okys fnuksa esa gesa vius Mªhe dfj;j dks ys dj viuh le> 

iq[rk djuh gS & tkuuk gS dh ge fdrus ikuh esa gSa vkSj vkxs tkus 

ds fy, D;k&D;k djuk gksxk A

1. Learn to describe our strengths 
and areas of improvement 
ge lh[ksaxs dh oks dkSuls ’kCn gS tks gekjh [kwfc;k¡ vkSj [kkfe;k¡ 

O;ä djus esa gekjh enn dj ldrs gSa A vkus okys fnuksa esa 

vki [kqn lksfp,xk dh es/kk Vªsfuax ds nkSjku vkidks viuh fdu 

[kwfc;ksa ds ckjs esa irk pykA 

2. Understand how we use our 
time and how to use it better:  
vius y{; dh vksSj c<+us ds fy, t:jh gS dh ge gj fnu vius 

le; dk oSlk gh mi;ksx dj ik,a tSlk Vkbe&Vscy cukrs 

le;] ge djuk pkgrs gSaA

3. Gain complete clarity on our career choices:  
vkids eu esa t:j dksbZ ,d liuk gksxk tks ys dj vki es/kk 

esa vk;s gSa & vki D;k cuuk pkgrs gSa\ vkids pqus gq, fdlh 

Hkh ,d dfj;j fodYi ds ckjs esa ge tkudkjh tqVk,axs A

4. Make a 5-year career plan 
ge le>saxs dh vkus okys dqN lkyksa esa gesa viuh Mªhe t‚c 

rd igq¡pus ds fy, D;k&D;k djuk gksxk !
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;s dgk¡ dke vk,xk \

While presenting yourself in a professional setting: 
çksQs’kuy nqfu;k esa vki ls vdlj dgk tk;sxk dh vius ckjs esa dqN 

crkb, – ,slh fLFkfr esa vkids ikl viuh [kwfc;ksa dks O;ä djus ds 

fy, lgh ’kCn gksus pkfg, A



FUTURE PLANNING

cl bruk ;kn j[kuk gS !

The more things you try, the more you will find 
out about yourself ftruk gks lds mruh phtsa dj ds nsf[k;s 

& ukVd] fMcsV] ,u-,l-,l] baVuZf’ki & lc dj ds nsf[k;s vkSj 

tkfu;s dh vkf[kj vkidh [kwfc;k¡ D;k gSa\ 

Take time out for what you desire to do with your 
day | vxj vkius Iyku cuk ds j[kk gS dh jkst v[kckj i<saxs] 

rks mlds fy, ,d fu/kkZfjr le; fudky dj cSBuk gh gksxk & 

vkSj dksbZ rjhdk ugha gSA

This is not your final future plan | es/kk dh Dykl esa 

fcrk;s ,d ;k nks ?kaVksa esa vkidh iwjh ykbQ dk Iyku ugha rS;kj 

gksxk & bl Dykl esa ge flQZ igyk dne mBk jgs gSa & vki 

tks Hkh cuuk pkgrs gSa] mlls tqM+h cqu;knh tkudkjh ys dj] ,d 

Iyku cuk jgs gSaA tSls&tSls vki bl Iyku ij vkxs c<+saxs] bl 

Iyku esa lq/kkj gksrk tk,xk A 

After gaining knowledge about a career option, 
seek work experience | eu esa dqN lksp ysuk vkSj mls 

dj ds ns[kuk & nksuksa esa QdZ gSA Iyku ij tYn ls tYn vey 

djuk ’kq: dhft;s!
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vkSj tkuus ds fy, - LdSu!

Scan the QR Code for more 
information!



Strength and areas of improvement 
[kwfc;k¡ vkSj lq/kkj ds volj !
Here is a bunch of words that people often use to describe 
themselves. Of these strengths ( [kwfc;k¡ ) are what you already have, 
and areas of improvement ( lq/kkj ds volj ) are what you don’t have, 
but should have: 

     Planning Skill

    Communication
Sa 

         Energetic

         Diligent

        Adaptable

        CoachingCoaching

साथ वालो ंको बेहतर 
काम करने की पे्ररणा 
देते ह� 

Energetic

हमेशा उ�ाह 
और उजा� से 
भरे रहते ह� !

Communication

िलख कर या बोल 
कर, अपनी बात 
आसानी से रख पाते 
ह� 

Diligent

ब�त मेहनती ह�, जो 
भी काम िमले उसे 
पूरी लगन से करते ह� 
!

कोई भी काम शq: करने 
से पहले दूर तक का 
सोच पाते हैं!
ै

FUTURE PLANNING
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gj ekSgkSy & ifjfLFkfr esa <y ldrs 
gSa



   Decision Making

        Team Work

    Data Analysis

         Initiative

     Problem Solving

          Persuasive

       Dependable

             Integrity

Decision-making

कोई भी िनण�य लेते 
समय िववेक से काम 
लेते ह� 

Problem solving

सम�ा आने पर 
फ़ौरन उसका हल 
सोचने लगते ह� !

Data analysis

आंकड़ो ंके साथ 
काम करने म� ब�त 
अ�े ह� !

Team work

लोगो ंके साथ 
िमलकर आसानी 
से काम करते ह� !

Dependable

सब लोग इस ��� 
पर िनभ�र रह सकते 
ह� 

Persuasive

दूसरो ंसे अपनी बात 
मनवाने म� मािहर 
��� 

Initiative

खुद पहल करते 
ह�, दूसरो ंका मंुह 
नही ंताकते 

Integrity

जो सोचते ह�, वो ही 
बोलते ह� और वो ही 
करते ह� !

FUTURE PLANNING
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FUTURE PLANNING
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EVIDENCE / PROOF / lcwrSTRENGTHS / ekStwnk [kwfc;k¡ 



FUTURE PLANNING
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EVIDENCE / PROOF / lcwrAREA OF IMPROVEMENT/
D;k gS tks gksuk pkfg,\
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SESSION ONE
FUTURE PLANNING

dSlk jgk gS vkt dk ls’ku\

BOR-
ING 

OKAY

FUN !

cgqr dqN 

lh[kk 

BORING

OKAY

FUN

dqN ugha lh[kk 

dqN lh[kk 

cgqr dqN lh[kk 

D;k vkt vkius vius ckjs esa dqN u;k tkuk \

dSlk jgk --- vkt\

1 FUTURE 
PLANNING
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EVIDENCE / PROOF / lcwrSTRENGTHS / ekStwnk [kwfc;k¡ No.

1.

2.

3.

4.

No.

1.

2.

3.

4.

EVIDENCE / PROOF / lcwrAREA OF IMPROVEMENT/ 
D;k gS tks gksuk pkfg,\

[kqn dks ij[ksa ! 1 FUTURE 
PLANNING
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[kwfc;k¡ ge lc esa gksrh gS & ij mUgsa igpkuus ds fy, FkksM+h dksf’k’k djuh iM+rh gSA viuh 

[kwfc;k¡ tkuus ds fy, try this: 

1. Journalling 
bl vknr dh ’kq#vkr vki es/kk Dykl ls dj ldrs gSa & Dykl ds ckn 15 feuV 

dk le; fudky dj lkspsa vkSj fy[ksa dh vkt Dykl esa D;k gqvk] eSaus D;k lh[kk vkSj 

vius ckjs esa D;k u;k tkuk\ dj ;k cksy dj] viuh ckr vklkuh ls dg ikrs gSA

2. Ask friends 
iwfN, dh oks fdl vk/kkj ij dg jgs gSa dh ;g vkidh [kwch gSA

3. Experience many things 
vius vuqHkoksa dk nk;jk c<kb;s A

4. Ask yourself – reflect 
[kqn ls gh iwfN,] D;k gS tks vki nwljksa ls csgrj dj ikrs gSa] D;k djus esa vkidks etk 

vkrk gS] vkSj D;k gS tks vki lksprs gSa dh vxj vki dj ikrs rks csgrj gksrk A  

eq>s vkSj lh[kuk gS !1 FUTURE 
PLANNING
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PM

AM

le; le; dh ckr gS ! 1 FUTURE 
PLANNING



FUTURE PLANNING
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PM

AM

STEP 1
RECORD

write down everythink you do. yes we 
mean everythink.



FUTURE PLANNING
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STEP 2

STEP 3

ANALYZE

CHANGE

Pick up your fine biggest time waste 
and ADD up the time. 

Get that time back! List your priorities 
and rank them in order

1

1

2

2

3

3

4

4

5

6

7

8

+

Time Wasters Time
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dSlk jgk gS vkt dk ls’ku\

BOR-
ING 

OKAY

FUN !

cgqr dqN 

lh[kk 

BORING

OKAY

FUN

dqN ugha lh[kk 

dqN lh[kk 

cgqr dqN lh[kk 

D;k vkt vkius vius ckjs esa dqN u;k tkuk \

SESSION TWO
FUTURE PLANNING

dSlk jgk --- vkt\

2 FUTURE 
PLANNING



D;k ,slk dqN gS ftlds fy, vki lksprs gSa fd ^dk’k] esjs ikl ;s djus dk Vkbe gksrk*\ D;k 

gS oks phtsa \

1.

2.

3.

4.

5.

vkt dh Dykl ds ckjs esa lksfp;s vkSj crkb, dh bu phtksa dks djus dk Vkbe dSls fudkysaxs 

vki ?
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[kqn dks ij[ksa ! 2 FUTURE 
PLANNING



If you take only 10 minutes each morning, you can prepare a to do 
list ;g cukus ds fy, vkidks cl bruk djuk gS : 
& fnu Hkj ds vius lHkh dkeksa dh fyLV cuk ysa !  

& gj dke dks fQj rhu NksVs&NksVs dkeksa esa ck¡V nsa

For example: Study chapter 1 of Indian history 
a) pSiVj dks cqd esa ls i<+uk gS 

b) pSiVj ds jftLVj esa uksV~l cukus gSa  

c) uksV~l dks ;kn djuk gS 

pfy,] dy dh to-do list vkt gh rS;kj djrs gSaA 
1.  

a) 
b)
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1. 
2.  

a) 
b) 
c)

3.  
a) 
b) 
c)

4.  
a) 
b) 
c)

c)

eq>s vkSj lh[kuk gS !2 FUTURE 
PLANNING
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  YOUR SPACE
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dSlk jgk gS vkt dk ls’ku\

BOR-
ING 

OKAY

FUN !

cgqr dqN 

lh[kk 

BORING

OKAY

FUN

dqN ugha lh[kk 

dqN lh[kk 

cgqr dqN lh[kk 

D;k vkt vkius vius ckjs esa dqN u;k tkuk \

SESSION THREE
FUTURE PLANNING

dSlk jgk --- vkt\

3 FUTURE 
PLANNING



vkius vius fy, dkSulk Mªhe t‚c pquk gS\

vius Mªhe t‚c ds djhc igq¡pus ds fy,] vxys 6 eghuksa & vki D;k u;k lh[kuk pkgsaxs\ D;k 

dksbZ vuqHko ysuk pkgsaxs\

Mªhe t‚c rd igq¡pus ds fy, vkidk vxyk dne D;k gksxk\
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3 FUTURE 
PLANNING

[kqn dks ij[ksa !



vkt tks tkudkjh feyh gS] mlds vk/kkj ij crkb, &
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vkSj D;k tkuuk gS\Dream Job Employer Salary

Qualification 
Exam

Institutes Fees vkSj D;k tkuuk gS\

eq>s vkSj lh[kuk gS !3 FUTURE 
PLANNING



  COPYRIGHT © 2017   |   BY MEDHA   |   ALL RIGHTS RESERVED  |  65  COPYRIGHT © 2017   |   BY MEDHA   |   ALL RIGHTS RESERVED  |  65

vkSj D;k tkuuk gS\Skills? How to learn? Cost / time?

3 FUTURE 
PLANNING



FUTURE PLANNING
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SMART Super Fast
Get, set, go! 
Confusion- [kaM ls pyrh gS xkM+h] vkSj tkrh gS lh/kk vkidh Mªhe t‚c rd! 

bl lQj ij tkus ds fy, dqN lkeku ;kuh dh {kerk,a vkids ikl igys ls gSa] vkSj dqN 

{kerk,a vkidks lQj ij gh lh[kuh gksaxhA chp esa dqN egRoiw.kZ LVs’ku vk;saxs & 

For example:

xkM+h dk jkLrk D;k gksxk vkSj fdrus LVs’kuksa ds ckn vkidk Mªhe t‚c vk,xk] ;g lc rks 

vkidks gh r; djuk gSa ! 

le; / nwjh 

vkidh igyh baVuZf’ki / bafXy’k dksfpax /  daI;wVj

 dksfpax / nwjh

xzstq,V fMxzh / fMIyksek / iksLV&xzstq,V\

iksLV&xzstq,V ,Mfe’ku / igyh ukSdjh \

1 lky ckn 

2 lky ckn 

3 lky ckn 

4 lky ckn 

6 eghus 
ckn 



le; / nwjh y{; / xarO;

FUTURE PLANNING
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dSlk jgk gS vkt dk ls’ku\

BOR-
ING 

OKAY

FUN !

cgqr dqN 

lh[kk 

BORING

OKAY

FUN

dqN ugha lh[kk 

dqN lh[kk 

cgqr dqN lh[kk 

D;k vkt vkius vius ckjs esa dqN u;k tkuk \

SESSION FOUR
FUTURE PLANNING

dSlk jgk --- vkt\

4 FUTURE 
PLANNING



bl ls’ku ds ckn] vius Mªhe dfj;j dks ys dj vkidks D;k phtsa irk pyha \ lksp dj 

fyf[k, & 

D;k dksbZ ,slh ckr gS ftls ys dj] vki vc Hkh dU¶;wTM gSa \

bl du¶;wtu dks nwj djus esa] es/kk vkidh fdl rjg enn dj ldrk gS \
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4 FUTURE 
PLANNING

[kqn dks ij[ksa !



Planning is a lot like any other skill that you learn, like cooking or 
cycling! ftruk çSfDVl djsaxs mruk gh vki Iykfuax esa vPNs gksrs tk;saxs & djuk pkgsaxs\ 

We recommend that you start with setting simple goals and working 
towards them.
If you could change any one thing about yourself, what would it be? vxj 

vki vius ckjs esa dksbZ Hkh ,d pht cny ldrs rks oks D;k gksrh\
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Is it possible to do so? If not, choose something which is realistically pos-
sible for you to change about yourself with some effort. 
D;k ;s cny ikuk eqefdu gS\ ;fn ugha] rks dqN ,slk pqfu, tks vki FkksM+s ç;klksa ls vius 

ckjs esa cny ldrs gSa &

eq>s vkSj lh[kuk gS !4 FUTURE 
PLANNING
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Set a goal - make it SMART/ xksy lkf/k, :

;s ikus ds fy, vki jkst D;k djsaxs\

eq>s vkSj lh[kuk gS ! 4 FUTURE 
PLANNING
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  YOUR SPACE





INDUSTRY PROJECT

Why should I learn this?

lp&lp crkb, & vxj vkidks dksbZ Hkh nks v‚I’ku ¼fodYi½ ns % 

;k rks ljdkjh ukSdjh djks ;k fQj çkbosV t‚c] rks vki dkSulk 

fodYi pqusaxs\

Would you prefer a government or a private job? 
If you are part of the majority, you will choose a 
government job – and we wish you the best of 
luck for this! You should give it your best shot.
However, please also know that:

Government job vacancies 2017 (till May) = 
2,00,000 
Government job applicants 2017 (till May) = 
2,00,00,000 +
Successful candidates LESS THAN 1 % of the 
applicants

•	 lQyrk dh lh<+h flQZ ,d ugha & gesa vius vkl&ikl 

•	 ukSdjh ds gj fodYi dks tkuuk gS] rkfd tc le; vk;s] 

rc ge vius dfj;j dks ys dj Bhd QSlyk ys ldsaA
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;s dgk¡ dke vk,xk \

You will be required to know your local industries 
while:
Choosing an internship : Dykl:e Vªsfuax iwjh djus ds ckn 

vkidks miyC/k 

baVuZf’ki ds volj fn, tk;saxs] çkbosV t‚c voljksa dh tkudkjh 

gksxh rks vki pqu ik;saxs dh fdl baVuZf’ki ls vki lcls T;knk 

lh[k ik;saxsA

Evaluating job options : miyC/k ukSdjh ds voljksa esa ls] 

fdl volj dks ikus ds fy, vki lcls T;knk ç;kl djuk pkgsaxs\

Matching your strengths and aspirations with op-
portunities : fdl dke dks vki djuk pkgrs gSa vkSj fdl dke 

esa vki vPNs gSaA



INDUSTRY PROJECT

cl bruk ;kn j[kuk gS !

Get curious
yksdy baMLVªh ij fjlpZ “kq: djus ls igys vius loky t:j 

cuk yhft;s & vxj vkids ikl lgh loky ugha gksaxs rks vkidks 

vk/kh&v/kwjh tkudkjh gh feysxh! vxj vkidks T;knk loky ugha 

lw> jgs gSa rks vius Vªsuj dh enn yhft;sA

Take notes
;s rks cgqr] cgqr] cgqr t:jh gSA vxj vki fy[ksaxs ugha rks lc 

Hkwy tk;saxs] tc vkidks tkudkjh fey jgh gks rks isu vkSj isij 

ys dj cSfB;s] vkSj fyf[k, &lc dqN fy[k yhft;sA

Share what you have learned with friends and 
family 
vius vuqHko dks vius nksLrksa vkSj ?kjokyksa ds lkFk t:j ckafV;sA 

 COPYRIGHT © 2017   |   BY MEDHA   |   ALL RIGHTS RESERVED  |  75   

vkSj tkuus ds fy, - LdSu!

Scan the QR Code for more information!
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dSlk jgk gS vkt dk ls’ku\

BOR-
ING 

OKAY

FUN !

cgqr dqN 

lh[kk 

BORING

OKAY

FUN

dqN ugha lh[kk 

dqN lh[kk 

cgqr dqN lh[kk 

D;k vkt vkius vius ckjs esa dqN u;k tkuk \

SESSION ONE
INDUSTRY PROJECT

dSlk jgk --- vkt\

1 INDUSTRY
PROJECT



bl ls’ku ds ckn] vius Mªhe dfj;j dks ys dj vkidks D;k phtsa irk pyha \ lksp dj 

fyf[k, &

D;k dksbZ ,slh ckr gS ftls ys dj] vki vc Hkh dU¶;wTM gSa \

bl du¶;wtu dks nwj djus esa] es/kk vkidh fdl rjg enn dj ldrk gS \
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1 INDUSTRY
PROJECT

[kqn dks ij[ksa !



Today, we have a ‘curiousity challenge’ for you! In the class, you learnt 
about some new industries. We challenge you to list as many 
questions as you can to find out more about these industries!

ftrus gks lds mrus loky cukb;sA vkids loky ftrus Li’V gksaxs] vkus okyh Dyklksa esa vki 

mUgsa iwN dj mrus gh Li’V tokc ik ldsaxs A

m/kkgj.k ds fy, & ^fjVsy esa dke djus dk vuqHko dSlk gksrk gS\* Li’V loky ugha gS 

& Li’V loky gksxk ^fjVsy esa dke djus ds D;k Qk;ns gSa\ vkSj ;gk¡ dke djus okyksa dh 

fdu pqukSfr;ksa dk lkeuk djuk iM+rk gS\* 

Please, list your questions, and share them with your trainer in the 
next class:
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eq>s vkSj lh[kuk gS !1 INDUSTRY
PROJECT
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  YOUR SPACE
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SESSION TWO + THREE
INDUSTRY PROJECT

dSlk jgk gS vkt dk ls’ku\

BOR-
ING 

OKAY

FUN !

cgqr dqN 

lh[kk 

BORING

OKAY

FUN

dqN ugha lh[kk 

dqN lh[kk 

cgqr dqN lh[kk 

D;k vkt vkius vius ckjs esa dqN u;k tkuk \

2 INDUSTRY
PROJECT

dSlk jgk --- vkt\

+3



bl ls’ku ds ckn] vius Mªhe dfj;j dks ys dj vkidks D;k phtsa irk pyha \ lksp dj 

fyf[k,  &

D;k dksbZ ,slh ckr gS ftls ys dj] vki vc Hkh dU¶;wTM gSa \

bl du¶;wtu dks nwj djus esa] es/kk vkidh fdl rjg enn dj ldrk gS \

 COPYRIGHT © 2017   |   BY MEDHA   |   ALL RIGHTS RESERVED  |  81

[kqn dks ij[ksa ! 2INDUSTRY
PROJECT

INDUSTRY
PROJECT

+3



It’s time to spread the knowledge! 

Today, please share what you have learned with your best friend and 
at least one member of your family. 

,d cgqr cM+s lkbafVLV us dgk gS dh vxj vki fdlh rduhdh ckr dks iwjh rjhds ls le> 

x, gSa rks vki mls viuh vui<+ nknh ek¡ dks Hkh le>k ldrs gSa ! muds dgus dk rkRi;Z 

Fkk dh tc ge fdlh pht dks iwjh rjg ls le> tkrs gSa] rks ge mls fdlh dks Hkh cM+s ljy 

vkSj lh/ks “kCnksa le>k ldrs gSa A

bl ckr dks /;ku esa j[krs gq,] vius ’kCnksa esa fyf[k, dh vkidk çkbosV ukSdfj;ksa dks 

voljksa dks le>us dk vuqHko dSlk jgk\ D;k lh[kk vkius\ vkSj] vc vkidh bl baMLVªh dks 

ys dj D;k jk; gSa ?
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eq>s vkSj lh[kuk gS !2 INDUSTRY
PROJECT

+3
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2 INDUSTRY
PROJECT

+3



INDUSTRY PROJECT

My Internship Manifesto 
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c/kkbZ gks ! vkidks tYn gh baVuZf’ki dk 

volj feyus okyk gS ! 

We, at Medha, are proud to present to you your 
‘internship manifesto’. 

You may or may not have heard the term manifesto 
before – allow us to explain what manifestoes are!

ikVhZ eSfuQsLVks ds ckjs esa rks vkius lquk gh gksxk\ bysD’ku gksus ls igys 

gj jktuhfrd ikVhZ viuk ,d eSfuQsLVks tkjh djrh gS & bl eSfuQsLVks 

esa fy[kk gksrk gS dh ;s ikVhZ vxj bysD’ku thr tkrh gS rks D;k&D;k 

dke djsxh turk ds fy, !

vkids gkFk esa Hkh vkt ,d eSfuQsLVks vk;k gS & bl eSfuQsLVks esa vkidks 

Hkh dqN okns djus gksaxs] ftUgsa vkus okys le; esa vki vkSj es/kk 

feydj iwjk djsaxs !

&&

vkidh dêj leFkZd] 

es/kk eaMyh 



INDUSTRY PROJECT
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bl baVuZf’ki ls vkidks D;k lh[kus dks feysxk\

D;k gS tks vkidks bl baVuZf’ki ij tkus ls jksd ldrk gS\

bl baVuZf’ki ij tkus ls igys vki es/kk ls vkSj D;k tkuuk pkgsaxs\
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dSlk jgk gS vkt dk ls’ku\

cgqr dqN 

lh[kk 

BORING

OKAY

FUN

dqN ugha lh[kk 

dqN lh[kk 

cgqr dqN lh[kk 

D;k vkt vkius vius ckjs esa dqN u;k tkuk \

SESSION FOUR
INDUSTRY PROJECT 4 INDUSTRY

PROJECT

dSlk jgk --- vkt\



Opportunity analysis
Think about your internship opportunity, and write:
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CHALLENGESSKILLS TO BE LEARNED

[kqn dks ij[ksa ! 4INDUSTRY
PROJECT

INDUSTRY
PROJECT
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pqukSrh 

D;k lh[kus dks feysxk-

dks feysxkk@ugha lh[kk 

pqukSrh 

cM+h ckr cM+h ckr ugha 

D;k lh[kus dks feysxk-

dks feysxkk@ugha lh[kk 

pqukSrh 

cM+h ckr cM+h ckr ugha 

D;k lh[kus dks feysxk-

dks feysxkk@ugha lh[kk 

pqukSrh 

cM+h ckr cM+h ckr ugha 

4 INDUSTRY
PROJECT

[kqn dks ij[ksa !
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Hkkjr ljdkj dh rjQ ls Hkh vkidks baVuZf’ki ds volj fn, tkrs gSa A

You can register yourself for an intership opportunity provided by the 
government of India, by registering yourself on one of the following 
portals:

;fn vki fMxzh d‚yst esa i<+rs gSa] rks Lo;a dks ;gk¡ jftLVj dhft;s&

National Career Service
Visit www.ncs.gov.in
igys pqusa ‘Job Seeker’ vkSj fQj Sign Up dk fodYi pqu dj- jftLVj dhft;s A

;fn vki i‚fyVsfDud esa i<+rs gSa] rks Lo;a dks ;gk¡ jftLVj dhft;s&

National Apprentice Training Scheme
Visit portal.mhrdnats.gov.in
I am ds vkxs vius dkslZ dk fodYi pqusa vkSj Lo;a dks jftLVj djk,a A

;fn vki ITI esa i<+rs gSa] rks Lo;a dks ;gk¡ jftLVj dhft;s&

NCVT
Visit ncvtmis.gov.in

eq>s vkSj lh[kuk gS ! 4 INDUSTRY
PROJECT
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dSlk jgk gS vkt dk ls’ku\

cgqr dqN 

lh[kk 

BORING

OKAY

FUN

dqN ugha lh[kk 

dqN lh[kk 

cgqr dqN lh[kk 

D;k vkt vkius vius ckjs esa dqN u;k tkuk \

SESSION FIVE
INDUSTRY PROJECT 5 INDUSTRY

PROJECT

dSlk jgk --- vkt\



dSlk jgk gS çkbosV baMLVªh dks tkuus dk ;g vuqHko \

Vªsfuax ds bl iM+ko ij & vkidks Hkfo’; esa dfj;j&lEcaf/kr tkudkjh ysus ds fy, vkSj D;k 

tkuuk gS \
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Vªsfuax ds igys fnu ls vc rd & vki [kqn esa D;k dksbZ cnyko ns[k ik jgs gSa \ ;fn gk¡] 

rks D;k\

[kqn dks ij[ksa ! 5INDUSTRY
PROJECT

INDUSTRY
PROJECT
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We recommend that you prepare yourself to create a report about 
your internship experience. At the end of your experience, you should 
write the following information on a piece of paper in a neat manner 
and share it with your Medha trainer: 

1. During my internship, my main responsibilities were :
baVuZf’ki ds nkSjku] eq>s bu dkeksa dks djus dh ftEesnkjh feyh  &

1. 

2. 

3. 

4. 

5. 

6. 

eq>s vkSj lh[kuk gS !5 INDUSTRY
PROJECT
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eq>s vkSj lh[kuk gS !

2. My greatest learning from this experience, was:
bl baVuZf’ki ds nkSjku eSaus lh[kk &

1. 

2. 

3. 

4. 

5. 

3. My greatest challenges during the internship were
baVuZf’ki ds nkSjku eq>s bu pqukSfr;ksa dk lkeuk djuk iM+k

1. 

2. 

3. 

4. 

5. 

5 INDUSTRY
PROJECT
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  YOUR SPACE





WORKPLACE ETIQUETTE

Why should I learn this?

d‚yst ds ’kq#vkrh fnu ;kn dhft;s ! lHkh LVwMsaV~l us d‚yst ds  

’kq#vkrh 2&3 eghuksa lc dh utjksa esa viuh Nfo cuk yh Fkh & dqN 

yksx ,u-,l-,l- oxSjg esa cgqr ,fDVo Fks] dqN i<kbZ esa rst] dqN 

ges’kk xkMZu ;k dSaVhu esa fn[kus okys] dqN flQZ ,d [kkl nksLr ds 

lkFk jgus okys vkSj dqN lHkh dh fe= eaMyh dk fgLlk cu x, Fks ! 

bu dqN eghuksa ds ckn vxj dksbZ pkgs Hkh rks mlds fy, viuh 

^Nfo* cnyuk eqf’kdy gksrk gS A First impression is nearly 
impossible to break.

dqN ,slk gh vkids v‚fQl ;k QSDVªh esa Hkh gksxk & vkius igys dqN 

g¶rksa viuh tks Nfo cuk yh] oks ges’kk vkids c‚l vkSj lgdfeZ;ksa 

dks çHkkfor djsxh A 

vxj mUgksaus le> fy;k dh vki xSjftEesnkj gSa rks lHkh vkidks 

ftEesnkjh okyk dke nsus ls cpsxkA blfy, vko’;d gS dh ge 

vius igukos vkSj O;ogkj ls ftEesnkj vkSj fouez gksus dh Nki NksM+saA
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;s dgk¡ dke vk,xk \

To become a better team player 
vkidk O;okgj gh fu/kkZfjr djrk gS dh nwljs yksx vkids lkFk 

feydj dke djuk pkgsaxs ;k ughaA 

To earn more responsibility 
vxj vki ftEesnkj gSa rks vkidks ftEesnkjh nh tk;sxh] ysfdu 

vxj vki vius vkSj nwljksa ds le; dh dæ ugha djrs rks vkidks 

ftEesnkjh ugha nh tk;sxh A

To earn a promotion 
vxj vki cM+h ftEesnkjh dks mBkdj mls Bhd ls fuHkkrs gSa] rks 

vkidk çeks’ku Hkh gksrk gSA



WORKPLACE ETIQUETTE

cl bruk ;kn j[kuk gS !

In your first job, you are looking for two things: 
lh[kus ds ekSds & dke ls vkSj lhfu;j yksxksa lsA

To do this:
& dke ds çfr mRlkfgr jgs 

& n¶rj esa le; ls gh ugha] le; ls FkksM+k igys vkus dh dksf’k’k 

dhft;s 

& ftl Hkh dke dh ftEesnkjh ysa] ml dke dks le; ls iwjk djsa

There are also certain basic dos and don’ts which 
are expected to be followed by everyone in office
& le; ij v‚fQl vk;sa] vkSj fQj fcuk ijfe’ku ds ckgj u 

tk,¡ 

& nwljksa dks muds dke esa ckj&ckj fMLVcZ u djsa 

& xUnxh u QSyk,a

& QkSjey diMsa isgsusa

& liksVZ ’kwt bR;kfn u igusa
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vkSj tkuus ds fy, - LdSu!

Scan the QR Code for more information!
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SESSION ONE
WORKPLACE ETIQUETTE

dSlk jgk gS vkt dk ls’ku\

cgqr dqN 

lh[kk 

BORING

OKAY

FUN

dqN ugha lh[kk 

dqN lh[kk 

cgqr dqN lh[kk 

D;k vkt vkius vius ckjs esa dqN u;k tkuk \

1 WORKPLACE
ETIQUETTE

dSlk jgk --- vkt\



vius Vªsuj dh enn ls bl lwph dks iwjk dhft;s ! Dykl esa fn[kus okyh vkidh ,slh oks 

dkSulh 5 ckrsa gSa tks dk;ZLFky ij vkidh Nfo dks [kjkc dj ldrh gS\

Is there anything that you do in the class – that can potentially leave a 
bad impession at the workplace? Ask your trainer, teacher and class-
mates for suggestions 

1. 

2. 

3. 

4. 

5. 
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[kqn dks ij[ksa ! 1 WORKPLACE
ETIQUETTE



Here are a few tips and tricks that can help you understand what is 
the expected behavior at workplace:

vius ls ,d ;k nks iksLV Åij ds yksxksa dk igukok ns[ksa] vkSj oSlk gh yqd viuk Hkh cukus 

dh dksf’k’k djsa & vkidks mUgsa ^d‚ih* ugha djuk] ysfdu muls lhf[k, t:j A

yap djus esa cgqr yEck le; u fcrk,a & gks ldrk gS vkids n¶rj dqN yksx yap ds fy, 

ges’kk cgkj tkrs gksa] vkSj dkQh Vkbe ckn ykSVrs gksa ! vki ,slk u djsa & vkSj muds lkFk 

tkus ls cpus ds fy, & viuk MCck ?kj ls gh yk;saA

vxj vkidh HkrhZ vkids nksLrksa ds lkFk gqbZ gS] rks tkfgj dh dke ij Hkh vki yksx lkFk&lkFk 

jgsaxs & exj bldk ;s eryc ugha dh vki ogka eLrh&etkd djsa ! 

u, dke esa vdlj vkidks nwljksa dh enn ysus dh t#jr iM+sxh&;kn j[ksa dh yksxksa dks Hkh 

Kku nsuk] vkSj enn djuk vPNk yxrk gS] ysfdu viuk dke NksM+ oks vkidh enn ugha dj 

ldrs ! blfy, enn ekaxus ls igys iwN ysa fd ^eq>s ,d NksVh ls ,Mokbl pkfg, Fkh] vki 

dc Ýh jgsaxh \
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eq>s vkSj lh[kuk gS !1 WORKPLACE
ETIQUETTE
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  YOUR SPACE
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dSlk jgk gS vkt dk ls’ku\

cgqr dqN 

lh[kk 

BORING

OKAY

FUN

dqN ugha lh[kk 

dqN lh[kk 

cgqr dqN lh[kk 

D;k vkt vkius vius ckjs esa dqN u;k tkuk \

SESSION TWO
WORKPLACE ETIQUETTE 2 WORKPLACE

ETIQUETTE

dSlk jgk --- vkt\



How formal are you when you choose to dress formally? 
ftl fnu vki ,d ^Q‚eZy Mªsl* iguuk pkgsa] ml fnu vki fdrus Q‚eZy fn[k ikrs gSa \
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YES / NOQUESTIONS

I pay attention to the way I dress every morning
eSa jkst lqcg ?kj ls fudyus ls igys] vius igukos ij /;ku nsrh@nsrk gw¡ 

I take care to make my hair look neat and tidy.
eSa fnu Hkj esa dksf’k’k djrh@ djrk gw¡ dh esjs cky fc[kjs u

I do not wear clothes that are either too tight or too 
lose.
eSa cgqr VkbV ;k <hys diMs ugha igurk@igurh

I take care to not wear clothes that may reflect light
eSa pedhys diMs ugha igurh@igurk

I do not mix Indian style and western style clothes. For 
example jeans and kurta. eSa dHkh Hkh bafM;u diM+ksa vkSj osLVuZ 

diM+ksa dks lkFk esa ugha igurh@igurk

I take care to wear formal footwear.
esjs twrs@pIiy Q‚eZy gksrs gSaA

I do not wear chappal, floater or sports shoes.
eSa pIiy] ¶yksVj ;k liksVZ  ’kwt ugha igurk@ igurh

I maintain eye contact while greeting.
eSa yksxksa ls feyus ij] mudh vk¡[kksa esa vk¡[ksa Mkydj mUgsa xqM eksfuaZx 

bR;kfn cksyrk @ cksyrh gw¡ 

I smiled while interacting with someone new.
fdlh ls igyh ckj feyus ij] eSa eqLdqjkdj ckr djrh @ djrk gw¡ 

[kqn dks ij[ksa ! 2 WORKPLACE
ETIQUETTE
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vkt ,d flaiy lk dke dhft;s] viuh diM+ksa dh vYekjh [kksfy, vkSj nsf[k;s dh D;k vki 

ds ikl fdlh baVjO;w esa tkus ds fy, ,d Bhd Q‚eZy Mªsl gS \ ge lHkh dks vius ikl ,d 

tksM+h diM+s ,sls t:j j[kus pkfg,] tks ge baVjO;w esa igu dj tk ldsa ! 

D;k irk] dc pkal fey tk, !

One pair of plain coloured sal-
war-kameez with duppata
A pair of trousers 
Shirt
Formal footwear (no heels)

Shirt
Trouser
Belt
Leather shoes 
(black, polished)
Socks

For Women For Men

eq>s vkSj lh[kuk gS !2 WORKPLACE
ETIQUETTE
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  YOUR SPACE







LEADERSHIP

Why should I learn this?

vkidks D;k yxrk gS & yhMj gksuk vPNh ckr gS ;k cqjh \ 

How can you learn ‘leadership’? Do you even 
see any merit in becoming a leader?

vki u rks fdlh ds c‚l cuus okys gSa u gh bysD’ku esa [kM+s gks 

jgs gSa & fQj Hkyk es/kk esa vkidks ^yhMjf’ki* D;w¡ i<kbZ tk jgh 

gS \ 

Leaders are visible in our every sphere of our life 
– you will often see them at home and even in 
your college – and the easiest way to spot them 
is by noticing – who is the person to whom most 
people turn to for suggestions and help? Who is 
the person who takes charge of ‘getting things 
done’ ? 

yhMj ls gekjk eryc ;gk¡ cgqr flaiy lk gS & oks tks igy djus 

dh fgEer j[ks] vius dke dks iwjk djus dh ftEesnkjh mBk;s] viuh 

ckr nwljksa dks le>dj & tgk¡ t#jr gks] ogha mudh enn ys 
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;s dgk¡ dke vk,xk \

If you are not a leader, you will NOT be able to:
o Pursue your goals.
o Persuade others to help you. 
o Achieve your dreams

IN SHORT - vxj vki yhMj ugha gSa rks fQj vki HksM+ pky dk 

fgLlk gSa] vkSj vxj vki HksM+ pky dk fgLlk gSa] rks fQj vkids 

Hkfo’; ij vkidk dksbZ fu;a=.k ugha gSA



;s dgk¡ dke vk,xk \

LEADERSHIP

cl bruk ;kn j[kuk gS !

Start taking responsibility of your lifeA tc ge Ldwy 

;k d‚yst esa cgqr vPNs uacj ykrs gSa] rc ge dHkh ugha dgrs dh 

;s lc fdlh vkSj dh otg ls gqvk & exj vdlj lj ij dksbZ 

eqlhcr vkrs gh & ge vius ekrk&firk ls ys dj vkj{k.k lHkh 

dks nks’kh Bgjk nsrs gSaA yhMj dh igyh fu’kkuh gS dh oks vius 

dke dh] vius Hkfo’; dh ftEesnkjh [kqn mBkrk gSA

Work hard on your communication skills A viuh ckr 

dks vPNs rjhds ls j[kuk lhf[k,! cgqr nsj rd ,d gh ckr ij 

cgl djrs jguk] ;k fQj cgqr tYnh gkj eku ysuk & ;s nksuksa gh 

yhMj dh fu’kkuh ugha gS A viuh ckr] fopkj] fu.kZ; vkSj mlds 

dkj.k dks lHkh ds lkeus Bhd rjhds ls jf[k;sA

Face your fears A dqN Hkh ikus ds fy, vius Mj dks gjkuk 

gksxkA vxj yksxksa ls ckr djus esa Mj yxrk gS & rks ,d ,slh 

baVuZf’i t:j dhft;s ftlesa vkidks ckj&ckj u, yksxksa ls ckr 

djuh iM+sA vxj ?kj ls nwj vdsys tkus esa Mj yxrk gS rks ,d 

ckj t:j tk dj nsf[k;sA oks dhft;s tks igys dHkh ugha fd;k 

& ifCyd VªkaliksVZ esa ?kweh;s] n¶rj esa dke dhft;s] vius Mj dks 

rksM+us ds fy, tks Hkh cu lds] oks lc dhft;sA
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vkSj tkuus ds fy, - LdSu!

Scan the QR Code for more 
information!
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SESSION ONE
LEADERSHIP

dSlk jgk gS vkt dk ls’ku\

cgqr dqN 

lh[kk 

BORING

OKAY

FUN

dqN ugha lh[kk 

dqN lh[kk 

cgqr dqN lh[kk 

D;k vkt vkius vius ckjs esa dqN u;k tkuk \

1 LEADERSHIP

dSlk jgk --- vkt\



Think and write the story of what happened in this session. 

vkt D;k gqvk Dykl esa \ vkidh Vhe dks D;k dke feyk Fkk vkSj vkius mls dSls fd;k\ ;s 

dgkuh vki vius fy,] vius gh utfj, ls fyf[k, & D;k djuk gS ;s tku dj] vkidh igyh 

çfrfØ;k D;k Fkh \ fQj D;k gqvk \ D;k vkids fnekx dksbZ vkbZfM;k vk;k \ D;k vki dqN 

lksp ikrs blls igys gh fdlh us dksbZ vkbZfM;k fn;k\ fQj D;k gqvk\ Vhe esa fdl&fdl us 

feydj dke fd;k\ fdlus lcdk dke vklku fd;k] vkSj fdlus lcdh ç‚Cye FkksM+h c<+k nh\ 

dke iwjk gks tkus ij] vkidks dSlk yx jgk Fkk\ 
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[kqn dks ij[ksa ! 1 LEADERSHIP
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yhMj vdlj rhu çdkj ds gksrs gSa &

vius vkl ikl dh nqfu;k esa nsf[k;s & dqN yksx gSa ftuds ikl fu.kZ; ysus dk vf/kdkj gS & 

?kj esa ’kk;n oks vkids firk ;k nknkth gksaxs] Ldwy esa fçafliy] vkSj Dykl esa Vhpj ! bu lHkh 

esa vkidks uhps crk;s x, çdkjksa esa ls fdlh ,d çdkj dh Nfo feysxhA lksfp;s vkSj lef>;s 

dh vki fdl rjg ds yhMj cuuk pkgsaxs A

MseksØslh okys% ;s lHkh ls muds fopkj iwNrs gSa] vkSj lHkh dh lqurs Hkh gSa -- vkSj lHkh dh 

lgefr gksus ij gh dksbZ fu.kZ; ysrs gSa A

MaMk pyus okys% ;s v‚MZj nsrs gSa vkSj budk vkMZj QkSju vey esa yk;k tkrk gS & buds utj 

ls dksbZ pht pwdrh ugha] gj NksVh&NksVh ckr dk /;ku bUgsa jgrk gS vkSj ;s lHkh dks cl 

crkrs gS dh D;k djuk gS vkSj dSlsA

vkjke ls cSBus okys% ;g u rks ppkZ djrs gSa u gh fu.kZ; ysrs gSa & ;s lHkh dks vius eu dk 

djus dh vuqefr vkSj vktknh nsrs gSa !

eq>s vkSj lh[kuk gS !1 LEADERSHIP
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SESSION TWO
LEADERSHIP

dSlk jgk gS vkt dk ls’ku\

cgqr dqN 

lh[kk 

BORING

OKAY

FUN

dqN ugha lh[kk 

dqN lh[kk 

cgqr dqN lh[kk 

D;k vkt vkius vius ckjs esa dqN u;k tkuk \

2 LEADERSHIP

dSlk jgk --- vkt\
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cgqr dqN lh[kk 

es/kkoh cuus ds lQj esa] vki vkt fdl iM+ko ij gSa \

D;k vki es/kkoh dh fdlh DokfyVh dks viukuk pkgrs gSa \ ;fn gk¡] rks dkSulh DokfyVh \

D;k vki es/kkoh cuuk pkgrs gSa \ ;fn gk¡] rks dSls\

[kqn dks ij[ksa !2 LEADERSHIP
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To be a Medhavi – you have to develop the qualities of being 
goal-driven, persuasive, determined and growth-driven. 
gekjs ikl vkidh enn djus ds fy,] dqN fVIl gSa !

y{;&çsfjr cuus ds fy, % vkus okys dqN lkyksa esa vki vius dfj;j ds fy, fdl fn’kk esa 

esgur djuk pkgrs gSa & oks lksfp;s] vkSj fu.kZ; ysus ds fy, vuqHko vkSj tkudkjh &nksuksa 

tqVkb, A

çHkko’kkyh cuus ds fy,% çHkko’kkyh O;fä oks ugha tks lc ij viuh /kkd tekrk fQjs] 

çHkko’kkyh gksus dk vFkZ gS & dh vki viuh ckr vkSj mlds ihNs dk dkj.k vPNs rjhds ls 

le>k ikrs gSa vkSj nwljksa dks viuh ckr ds fy, dfUoal dj ysrs gSaA çHkko’kkyh cuus dk 

rjhdk vklku gS & ?kj ij mu dkeksa ds fy, ijfe’ku ek¡xuk “kq: dhft;s] ftuds vklkuh 

ls ijfe’ku ugha feyrh ! nsf[k;s dh dSls vki vkjke ls vius gh ekrk&firk dks viuh ckr 

le>k ikrs gSa ;k ugha & ,slk djus ds fy, t:jh gS dh vki mudh ckr lqus vkSj le>s dh 

mudh ijfe’ku nsus dh f>>d ds ihNs D;k dkj.k gS A

–< cuus ds fy,% ’kq#vkrh eqf’dy vkus ij Hkh tks O;fä] y{; dks ugha NksM+rk & oks –< gSA 

,slk djus ds fy,] dksbZ ,slk y{; pqfu, tks vkids fy, eq’kfdy ;k ftlls vkidks Mj yxrk 

gS & tSls dh vxj vki ikuh ls Mjrs gSa] rks fLofeax Dykl esa tkb, !

fodkl&çsfjr cuus ds fy,% tc vki viuk igyk y{; ik ysaxs] rHkh vki bl DokfyVh ij dke 

dj ik;sxsa ! blds fy, vkidks cl bruk djuk gS -- lksfp;s dh ^vc] eSa vkSj csgrj dSls cuw¡ \

eq>s vkSj lh[kuk gS ! 2 LEADERSHIP
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  YOUR SPACE





RESUME WRITING

Why should I learn this?

Resume is your Aadhar card in the world of employment. 
You must have it, if you want to apply for anything. 

Just the way nobody will recognize you from your Aad-
har card, if the information on it is inaccurate or in the 
wrong format, no employer will invite your for an inter-
view – if your resume is not perfectly formatted and has 
all the needed information.

vkidks viuk fjT;wes mrus gh /;ku ls cukuk gS] ftrus /;ku ls vki dksbZ 

Hkh igpku i=

cuokrs gSaA ;kn j[ksa dh vki ls igys fdlh Hkh n¶rj esa vkidk fjT;wes 

igq¡prk gS] vkSj vxj vkidk fjT;wes vk/kk&v/kwjk lk gksxk rks vkidh Nfo Hkh 

vk/kh lh gh cusxh daiuh ij & vkSj vkidks baVjO;w ds fy, cqyk;s tkus dk 

pkal cgqr de gks tk;sxk A
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;s dgk¡ dke vk,xk \

You will be required to sumit your resume when:

Completing Medha classroom training: 
es/kk Vªsfuax ds var esa vkidks viuk fjT;wes gesa lkSiuk gksxkA bl fjT;wes dh 

enn ls ge vkids fy, baVuZf’ki@jkstxkj ds volj <wa< ikrs gSaA

Applying for an internship / job: 
tc Hkh vki fdlh Hkh t‚c@ukSdjh lEcaf/kr baVjO;w ds fy, tkrs gSa & rks 

vdlj daiuh baVjO;w ls igys ;k baVjO;w ds fnu & vkidk fjT;wes ekaxrh 

gS A 



;s dgk¡ dke vk,xk \

RESUME WRITING

cl bruk ;kn j[kuk gS !

vkidk fjT;wes lkQ&lqFkjk fn[kuk pkfg, A Ensure your resume looks neat

vius fjT;wes ds Bhd Åij ‘curriculum vitae’ ;k ’resume’ u fy[ksa  A Do not write 
resume or curriculum vitae or biodata on top of the document

i<kbZ dh tkudkjh ,d Vscy ds ek/;e ls gh nsa A Present information about your 
academic qualification in a neat table with all visible borders

fjT;wes esa ,slh dksbZ g‚ch u Mkysa] ftl ds ckjs esa vkidks [kqn dksbZ tkudkjh u gksA Do not 
mention any hobbies about which you have no information. For ex, if 
you do not know about books, don’t say reading is your hobby.

fjT;wes ij ,slk dqN Hkh u fy[ksa ftldk vFkZ vki ugha tkursA Do not write any words 
on your resume without knowing its meaning

;fn vkius dsoy fdlh odZ’k‚i bR;kfn esa Hkkx fy;k gS rks mls ‘achievement’ u crk,a 
A Do not call participation in any event an achievement 

Personal detail ds uhps ‘marital status’ ;k ‘Nationality’ tSlh O;FkZ tkudkjh u 

nsaA Do not write marital status / nationality as part of Personal Details.
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vkSj tkuus ds fy, - LdSu!

Scan the QR Code for more information!
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SESSION ONE
RESUME WRITING

dSlk jgk gS vkt dk ls’ku\

cgqr dqN 

lh[kk 

BORING

OKAY

FUN

dqN ugha lh[kk 

dqN lh[kk 

cgqr dqN lh[kk 

D;k vkt vkius vius ckjs esa dqN u;k tkuk \

1 RESUME
WRITING

dSlk jgk --- vkt\



D;k vkius dHkh viuk fjT;wes cuk;k gS \

D;k vkt dh Dykl ds ckn vki Lo;a viuk fjT;wes ,d dkxt ij cuk ik;saxs\

vkt dh Dykl esa vkius D;k ubZ pht lh[kh \ 
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1 RESUME
WRITING

[kqn dks ij[ksa !



,d vPNk fjT;wes cukus ds fy, Vkbfiax vkuk t:jh ugha & Vkbi rks vkids fy, cktkj esa 

dksbZ Hkh dj nsxkA exj ;g tkuuk t:jh gS fd vki vkf[kjdkj vius fjT;wes esa fy[kuk D;k 

pkgrs gSa \

;g tkuus ds fy, vkidks pkfg,%

1 [kkyh isij] 1 Ldsy]  vyx&vyx jaxksa ds 2 isu] 1 jQ uksVcqd 

lcls igys jQ uksVcqd yhft;s] vkSj bu lokyksa ds tokc fyf[k,%

1- vki fQygky D;k dj jgs gSa\ ¼ D;k i<+ jgs gSa\ vkids D;k lCtsDV gSa\½

2- vkidks [kkyh le; esa D;k djuk ilan gS \

3- vkidh fdl [kwch ij vkidks lcls vf/kd xoZ gS\

4- vxj vki vius QhYM esa ukSdjh ik ysrs gSa] rks fdl çdkj ls vki viuh daiuh esa ;ksxnku 

nsuk pkgsaxs \ 

5- D;k vkius Ldwy ;k d‚yst esa dksbZ dEiVh’ku thrk gS & ftldk vkids ikl çek.k i= 

Hkh gks \

6- i<kbZ ds vykok] vki d‚yst esa fdu xfrfof/k;ksa esa Hkkx ysrs gSa \

7- i<kbZ ds lkFk D;k vkius dksbZ vkSj dkslZ fd;k gS\ ¼es/kk ds vykok!½

8- Ldwy ;k d‚yst esa D;k fdlh Hkh dkj.k ls vkidks dHkh [kqn ij xoZ gqvk gS \ ;fn gk¡] rks 

fyf[k, dc vkSj D;w¡w

 

vc ckjh gS [kkyh iUus] Ldsy vkSj vyx&vyx jaxksa ds isu dh &

1- fdlh Hkh ,d jax dks pqfu, fy[kus ds fy,] vkSj nqljs dks pqfu, ykbu cukus ds fy,- vkidks 

fdl gSfMax ds uhps D;k fy[kuk gS ;s vkxs çLrqr gS%
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1 RESUME
WRITING

eq>s vkSj lh[kuk gS !



YOUR NAME
Address: 
Phone Number:    Email ID:

Personal Summary
;gk¡ 100 ’kCnksa esa ç’u 1] 3 vkSj 5 ds tokcksa dk lkj fyf[k, 

Education

Skills and Strengths
& ç’u 3] 7 vkSj ç’u 8 

& ds mÙkjksa dks fcUnqvksa esa ck¡V dj fy[kh,

Accomplishments
& ç’u 5 dk mÙkj vxj gk¡ gS] 

& rks mls fcUnqvksa esa fyf[k, 

Extra Curricular Activities
& ç’u 6 dk mÙkj

& vkSj es/kk dh Dykl

Hobbies and Interests
& fcUnqvksa esa fyf[k, 

& ç’u „ dk mÙkj 

Personal Details
Date of birth, Gender
Languages known
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Qualifications Subject Institute Percentage

mlds vkxs dh 

i<kbZ 

Inter

1 RESUME
WRITING
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dSlk jgk gS vkt dk ls’ku\

cgqr dqN 

lh[kk 

BORING

OKAY

FUN

dqN ugha lh[kk 

dqN lh[kk 

cgqr dqN lh[kk 

D;k vkt vkius vius ckjs esa dqN u;k tkuk \

SESSION TWO
RESUME WRITING 2 RESUME

WRITING

dSlk jgk --- vkt\



D;k vkt dh Dykl ls igys vki viuk fjT;wes vius es/kk Vªsuj dks besy dj ik, Fks\ 

D;k vc vki vius fjT;wes ls satisfied gSa \
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2 RESUME
WRITING

[kqn dks ij[ksa !

;fn ugha] rks crkb, dh vki vius fjT;wes dks lq/kkjus ds fy, D;k djuk pkgsaxs\

vkt ds ls’ku esa lcls irs dh ckr dkSulh Fkh \
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vc vkidk fjT;wes vkids lkeus gS! fdlh Hkh ukSdjh ds fy, bls Hkstus ls igys] D;k vki 

blesa dksbZ u;k vuqHko ;k {kerk tksM+uk pkgsaxs\

How can you ‘build your resume’? What are the experiences and skills 
that you would like to add to it before sending it along with a job ap-
plication?

Experience

1. 

2. 

3. 

4.  

 

2 RESUME
WRITING

eq>s vkSj lh[kuk gS !



  COPYRIGHT © 2017   |   BY MEDHA   |   ALL RIGHTS RESERVED  |  127 

Skills

1.

2.

3.

4.

5.

6.

7.

8.
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dSlk jgk gS vkt dk ls’ku\

cgqr dqN 

lh[kk 

BORING

OKAY

FUN

dqN ugha lh[kk 

dqN lh[kk 

cgqr dqN lh[kk 

D;k vkt vkius vius ckjs esa dqN u;k tkuk \

SESSION THREE
RESUME WRITING 3 RESUME

WRITING

dSlk jgk --- vkt\



vkt ds ls’ku esa vkidks D;k u;h tkudkjh feyh \

baVuZf’ki vkSj t‚c <w¡<us ds fy, ge D;k dj ldrs gSa \
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3 RESUME
WRITING

[kqn dks ij[ksa !



vc vkidk fjT;wes vkids lkeus gS! fdlh Hkh ukSdjh ds fy, bls Hkstus ls igys] D;k vki 

blesa dksbZ u;k vuqHko ;k {kerk tksM+uk pkgsaxs\

How can you ‘build your resume’? What are the experiences and 
skills that you would like to add to it before sending it along with a job 
application?
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3 RESUME
WRITING

eq>s vkSj lh[kuk gS !





GROUP DISCUSSION

Why should I learn this?

If you have a lot of ideas, but can’t present them 
to anyone, will you be successful?

If you can talk a lot, but do not have any new 
ideas to share, will you be successful?

If you have new ideas and can present them well, 
but do not listen to other people’s feedback, will 
you be successful?

If you have ideas, the ability to present ideas 
and listen to others, but you readily change your 
opinion without explaining your reasons 
behind those opinions, will you be successful?

fdlh Hkh ppkZ esa Hkkx ysus ds fy, t:jh gS fd ge fcuk f>>d 

cksy ik,a] gekjh ckr esa u, fopkjksa dk ne gks] gekjs fopkjksa ds ihNs 

rdZ gks] ge nwljksa dh Hkh lqusa vkSj lHkh ds fopkjksa dks le> dj 

,d fu’d;kZ ij igq¡p ik,aA
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;s dgk¡ dke vk,xk \

fdlh Hkh vPNh çkbosV t‚c ;k ,e-ch-, d‚yst esa ,aVªsal ds fy,] 

baVjO;w ls igys ,d xzqi fMLd’ku dk jkmaM j[kk tkrk gS A bl 

jkmaM esa tks yksx vkidks csgrj rjhds ls j[k ikrs gSa] mUgsa baVjO;w 

ds fy, lsysDV fd;k tkrk gS A



GROUP DISCUSSION

cl bruk ;kn j[kuk gS !

vk¡[kksa esa vk¡[ksa Mky dj ckr djsa A Keep eye contact 
while speaking 

dksf’k’k djsa dh th-Mh dh “kq#vkr vki djsa A Initiate the 
group discussion

nwljksa dks cksyus dk ekSdk nsa A Allow others to speak

lksp le> dj cksysa A Speak clearly

;s lqfuf’pr djsa dh fMLd’ku fn, x, eqís ij gks A Make 
sure to bring the discussion on track

ldkjkRed joS¸;k A Positive attitude 

lksp le> dj cksysa  A Speak sensibly

nwljksa dh ckr /;ku ls lqusa A Listen carefully to others

cgqr T;knk fMVsy esa tkus ls cpsa A No need to go into 
much details

vkSipkfjd igukok A Formal dressing
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vkSj tkuus ds fy, - LdSu!

Scan the QR Code for more 
information!
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SESSION ONE
GROUP DISCUSSION

dSlk jgk gS vkt dk ls’ku\

cgqr dqN 

lh[kk 

BORING

OKAY

FUN

dqN ugha lh[kk 

dqN lh[kk 

cgqr dqN lh[kk 

D;k vkt vkius vius ckjs esa dqN u;k tkuk \

1 GROUP
DISCUSSION

dSlk jgk --- vkt\



 COPYRIGHT © 2017   |   BY MEDHA   |   ALL RIGHTS RESERVED  |  135

YES / NOQUESTIONS

I initiated the group discussion.
eSaus fMLd’ku dh igy dh A

I intervened to get the discussion back on topic.
tc xzqi eqís dh ckr ls HkVd jgk Fkk] eSa mUgsa i‚baV ij ys dj vk;s A

I encouraged and helped others.
eSaus vU; yksxksa dks çksRlkgu fd;k vkSj mudh enn Hkh dh A

I used simple and clear language.
esjh Hkk’kk ljy vkSj lkQ Fkh A

When presenting an idea, I was able to explain it 
clearly and completely with examples without 
depending on peer support. vkf[kjh lhV ij cSBk O;fä Hkh 

eq>s lqu ik jgk Fkk A

I used a clear voice, good tone and an even pace 
while discussing
esjh vkokt lkQ Fkh] Vksu Li’V Fkh vkSj eSa viuh ckrsa u rks T;knk 

rsth ls] u gh T;knk /khes&/khes çLrqr dj jgh FkhA

I gave reasons and examples to support my opinions
eSaus vius fopkj rdZ vkSj mnkgj.k ds lkFk j[kk

[kqn dks ij[ksa ! 1 GROUP
DISCUSSION
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I did not get upset when facing opposing views.
tc dksbZ esjh ckr ls lger ugha Fkk] rc eSaus viuk vkik ugha [kks;k 

I was able to analyze the topic and contribute towards 
building a consensus. 
V‚fid dk fo’ys’.k dj] lHkh dks ,der ij ykus esa lQy jgk@jgh 

I brought in new ideas
eSaus fMLd’ku ds nkSjku dqN u, vkbZfM;k lkeus j[ksA

I tend to get very emotionally charged during a dis-
cussion. 
fMLd’ku ds nkSjku eSa Hkkoqd gks tkrk@ tkrh gw¡ A

I did not get upset at any point during the discussion.
fMLd’ku ds nkSjku eSaus viuk ekufld larqyu cuk, j[kkA

I tend to get overpowered by louder voices in a dis-
cussion
;fn dksbZ tksj ls cksys rks fQj xzqi esa esjh ckr nc tkrh gS A

YES / NOQUESTIONS



From today’s newspaper, identify and list three topics of current 
affair that interest you. 

1. ____________________

2. ____________________

3. ____________________

bu esa lks dksbZ Hkh ,d fo’k; mBkb;s vkSj crkb;s vki D;k lksprs gSa blds ckjs esa A

What are your thoughts?
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eq>s vkSj lh[kuk gS ! 1 GROUP
DISCUSSION
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dSlk jgk gS vkt dk ls’ku\

cgqr dqN 

lh[kk 

BORING

OKAY

FUN

dqN ugha lh[kk 

dqN lh[kk 

cgqr dqN lh[kk 

D;k vkt vkius vius ckjs esa dqN u;k tkuk \

SESSION TWO
GROUP DISCUSSION 2 GROUP

DISCUSSION

dSlk jgk --- vkt\
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YES / NO
QUESTIONS

I initiated the group discussion.
eSaus fMLd’ku dh igy dh A

I intervened to get the discussion back on topic.
tc xzqi eqís dh ckr ls HkVd jgk Fkk] eSa mUgsa i‚baV ij ys dj vk;s A

I encouraged and helped others.
eSaus vU; yksxksa dks çksRlkgu fd;k vkSj mudh enn Hkh dh A

I used simple and clear language.
esjh Hkk’kk ljy vkSj lkQ Fkh A

When presenting an idea, I was able to explain it 
clearly and completely with examples without 
depending on peer support. vkf[kjh lhV ij cSBk O;fä Hkh 

eq>s lqu ik jgk Fkk A

I used a clear voice, good tone and an even pace 
while discussing
esjh vkokt lkQ Fkh] Vksu Li’V Fkh vkSj eSa viuh ckrsa u rks T;knk 

rsth ls] u gh T;knk /khes&/khes çLrqr dj jgh Fkh A

I gave reasons and examples to support my opinions
eSaus vius fopkj rdZ vkSj mnkgj.k ds lkFk j[kkA

[kqn dks ij[ksa !GROUP
DISCUSSION 2 GROUP

DISCUSSION
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I did not get upset when facing opposing views.
tc dksbZ esjh ckr ls lger ugha Fkk] rc eSaus viuk vkik ugha [kks;k 

I was able to analyze the topic and contribute towards 
building a consensus. 
V‚fid dk fo’ys’.k dj] lHkh dks ,der ij ykus esa lQy jgk@jgh 

I brought in new ideas
eSaus fMLd’ku ds nkSjku dqN u, vkbZfM;k lkeus j[ksA

I tend to get very emotionally charged during a dis-
cussion. 
fMLd’ku ds nkSjku eSa Hkkoqd gks tkrk@tkrh gw¡ A

I did not get upset at any point during the discussion.
fMLd’ku ds nkSjku eSaus [kqn dks Hkkoukvksa esa ugh cgus fn;k A

I tend to get overpowered by louder voices in a 
discussion
;fn dksbZ tksj ls cksys rks fQj xzqi esa esjh ckr nc tkrh gS A

YES / NOQUESTIONS



Today you learnt a few GD techniques, what were they? 

1.  

2.  

3.  

pfy, ,d çSfDVl jkmaM gks tk,] viuh ilan dk V‚fid fyf[k,] rduhd pqfu, vkSj dqN 

i‚baV~l cukb;s &
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Topic Technique Your Thoughts?

eq>s vkSj lh[kuk gS ! 2 GROUP
DISCUSSION
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dSlk jgk gS vkt dk ls’ku\

cgqr dqN 

lh[kk 

BORING

OKAY

FUN

dqN ugha lh[kk 

dqN lh[kk 

cgqr dqN lh[kk 

D;k vkt vkius vius ckjs esa dqN u;k tkuk \

dSlk jgk --- vkt\

SESSION THREE
GROUP DISCUSSION 3 GROUP

DISCUSSION
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YES / NOQUESTIONS

I initiated the group discussion.
eSaus fMLd’ku dh igy dh A

I intervened to get the discussion back on topic.
tc xzqi eqís dh ckr ls HkVd jgk Fkk] eSa mUgsa i‚baV ij ys dj vk;s A

I encouraged and helped others.
eSaus vU; yksxksa dks çksRlkgu fd;k vkSj mudh enn Hkh dh A

I used simple and clear language.
esjh Hkk’kk ljy vkSj lkQ Fkh A

When presenting an idea, I was able to explain it 
clearly and completely with examples without 
depending on peer support. vkf[kjh lhV ij cSBk O;fä Hkh 

eq>s lqu ik jgk Fkk A

I used a clear voice, good tone and an even pace 
while discussing
esjh vkokt lkQ Fkh] Vksu Li’V Fkh vkSj eSa viuh ckrsa u rks T;knk 

rsth ls] u gh T;knk /khes&/khes çLrqr dj jgh FkhA

I gave reasons and examples to support my opinions
eSaus vius fopkj rdZ vkSj mnkgj.k ds lkFk j[kkA

[kqn dks ij[ksa ! 3 GROUP
DISCUSSION
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I did not get upset when facing opposing views.
tc dksbZ esjh ckr ls lger ugha Fkk] rc eSaus viuk vkik ugha [kks;k 

I was able to analyze the topic and contribute to-
wards building a consensus. 
V‚fid dk fo’ys’k.k dj] lHkh dks ,der ij ykus esa lQy jgk@jgh 

I brought in new ideas
eSaus fMLd’ku ds nkSjku dqN u, vkbZfM;k lkeus j[ksA

I tend to get very emotionally charged during a dis-
cussion. 
fMLd’ku ds nkSjku eSa Hkkoqd gks tkrk@tkrh gw¡ A

I did not get upset at any point during the discussion.
fMLd’ku ds nkSjku eSaus viuk ekufld larqyu cuk, j[kk A

I tend to get overpowered by louder voices in a dis-
cussion
;fn dksbZ tksj ls cksys rks fQj xzqi esa esjh ckr nc tkrh gS A

YES / NOQUESTIONS



Want more practice?

Group Discussion ,d ,slh fLdy gS tks flQZ vH;kl ls gh LVªksax curh gSA  vki fcuk 

es/kk Vªsuj dh enn Hkh viuk GD çSfDVl dj ldrsa gSaA vkidks pkfg, gksxk%

8-10 participants
1 moderator
Scoring sheet (ask your medha trainer for it)

Participants dk dke%

mUgsa Group Discussion esa ikVhZflisV djuk gS] blfy, vko’;d gSa dh muesa ls fdlh 

dks Hkh igys ls V‚fid dh tkudkjh u gksA

Moderator dk dke%

e‚MjsVj dks V‚fid pwt djuk gS vkSj ^[kqn dks ij[ksa* okyh ’khV dh enn ls] lHkh yksxksa dks 

Ldksj Hkh djuk gSA pkgsa rks Ldksj nsus dh çSfDVl es/kk Vªsuj ds lkFk dj ysa A

le; dk /;ku j[ksa % dksbZ Hkh Group Discussion 10&15 feuV ls yEck ugha gksrk ! vkSj 

Group Discussion esa viuh pkal dk bartkj djus okys yksxksa dks dHkh pkal ugha feyrkA
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eq>s vkSj lh[kuk gS ! 3 GROUP
DISCUSSION
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  YOUR SPACE





INTERVIEW PREPARATION

Why should I learn this?

After getting ready for college, do you look at yourself in 
the mirror? Why? Because without a mirror, you cannot 
tell how you look. 
Similarly, without a mock interview, you cannot tell how 
you perform at interviews.  

ftruh xyfr;ka djus gh vki lc es/kk Dykl esa dj yhft;s] blls ;s gksxk 

dh tc vki lp esa baVjO;w nsus tk;saxs rc vkidh xyfr;ksa dk fiVkjk [kkyh 

gks pqdk gksxk & ogka ij vki Loa; dks ijQsDV rjhds ls çstsaV djsaxs !
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;s dgk¡ dke vk,xk \

baVjO;w esa ^viuk csLV* nsus ds fy,] vkidks cl bruk djuk gS dh ,EIyk;j 

ds lkeus oks lkjs tokc Bhd rjhds ls j[kus gSa tks ^vkids fnekx esa gSa* A

If you come fully prepared for your mock interview class-
es, you will ensure that:
& flQZ f>>d ds dkj.k vkids gkFk ls ,slh ukSdjh ugha tk;sxh & ftls vki 

ilan Hkh djrs gSa vkSj ftlds vki dkfcy Hkh gSa A

& de ls de vke lokyksa ls rks vki pdek u [kk;sa & dqN loky ,sls gksrs 

gSa tks gj baVjO;w esa iwNs gh tkrs gSa] tSlh dh vkidk ^ifjp;* bu lokyksa 

dh çSfDVl rks vki es/kk Dykl esa dj gh ldrs gSa & blds ckn flQZ vkids 

lCtsDV dh rS¸;kjh cpsxh & vxj vki rduhdh QhYM ls gSa rks baVjO;w esa 

vki ls lCtsDV dh le> ij[kus ds fy, Hkh loky iwNs gh tk;saxsA



INTERVIEW PREPARATION

cl bruk ;kn j[kuk gS !

dksf’k’k dhft;s dh baVjO;w esa tkus ls igys] [kqn dks 

çksRlkfgr djsa A Energise yourself before the inter-
view - walk in feeling positive.

vius lHkh t:jh nLrkost tSls dh fjT;wes] ekdZ’khV] lfVZfQdsV 

vkfn vius lkFk] ,d Qkby esa j[ksa A Carry all the rel-
evant documents with you, including your CV, 
and copies of marksheets and certificates.

igyk bEçS’ku lgh tekb, & vius igukos ls çksQs’kuy 

fnf[k,] vkSj baVjO;w ysus okys dk eqLdqjkdj vfHkuanu dhft;s 

A Dress professionaly, keep a neat appearance 
and greet the interviewer.

cSBus ls igys iwN yhft;s] vkSj tc cSB tk,¡ rks viuh dej 

lh/kh j[ksa vkSj Vk¡x ij Vk¡x j[k ds u cSBsa A Ask permission 
to sit, and once you sit down, sit with your back 
straight, do not fold legs.

vkids fjT;wes ds vk/kkj ij vki ls dqN Hkh iqNk tk ldrk gS] 

rS;kj jgs A Be prepared to answer all questions 
based on your resume

 COPYRIGHT © 2017   |   BY MEDHA   |   ALL RIGHTS RESERVED  |  149   

vkSj tkuus ds fy, - LdSu!

Scan the QR Code for more 
information!
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SESSION ONE
INTERVIEW PREPARATION

dSlk jgk gS vkt dk ls’ku\

cgqr dqN 

lh[kk 

BORING

OKAY

FUN

dqN ugha lh[kk 

dqN lh[kk 

cgqr dqN lh[kk 

D;k vkt vkius vius ckjs esa dqN u;k tkuk \

1 INTERVIEW
PREPARATION

dSlk jgk --- vkt\



vkt ds ls’ku esa vkius baVjO;w ds ckjs esa D;k lh[kk\

vkus okys baVjO;w jkmaM ds fy,] D;k vkius fjT;wes fçaV djk fy;k gS \

baVjO;w çSfDVl ds fy, vkSj D;k rS¸;kjh djuk pkgsaxs\
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1 INTERVIEW
PREPARATION

INTERVIEW
PREPARATION

[kqn dks ij[ksa !



vius ckjs esa dqN crkb, !

lHkh baVjO;w ysus okyksa dk ;s QsojsV loky gS & ;s lqu dj] vxj vki lksp esa iM+ x,@

x;h dh vc vius ckjs esa D;k cksywa & rks vkidk iwjk baVjO;w lh/ks tk,xk ikuh esa ! vHkh ls 

viuk ,d ljy lk ifjp; cuk yhft;s] rkfd dHkh Hkh dksbZ iwNs rks vki mUgsa vius ckjs esa 

vPNs rjhds ls crk ldsA

During a 15 minute interview, the first 2 minutes that you spend 
introducing yourself leave the biggest impact! This is the best 
opportunity that you have of highlighting your accomplishments and 
strengths, while demonstrating your communication skills.
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1 INTERVIEW
PREPARATION

eq>s vkSj lh[kuk gS ! 
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SESSION TWO + THREE
INTERVIEW PREPARATION

dSlk jgk gS vkt dk ls’ku\

dqN 

ugha 

cgqr dqN 

lh[kk 

BORING

OKAY

FUN

dqN ugha lh[kk 

dqN 

cgqr dqN lh[kk 

D;k vkt vkius vius ckjs esa dqN u;k tkuk \

2 INTERVIEW
PREPARATION

+3

dSlk jgk --- vkt\



My hair was appropriately groomed for the interview
baVjO;w ds fy,] eSaus Bhd ls cky cuk;s Fks

 COPYRIGHT © 2017   |   BY MEDHA   |   ALL RIGHTS RESERVED  |  155

YES / NO

QUESTIONS

I had a trainer-reviewed, well-formatted resume.
esjs ikl Vªsuj dk tkapk gqvk] ,d vPNk fjT;wes FkkA

I was able to research about the industry/company.
eq>s irk Fkk dh eSa fdl iksLV ds fy, baVjO;w nwaxh@nwaxk vkSj eSaus bl 

ukSdjh vkSj daiuh dh iwjh fjlpZ dh Fkh A

I polished my shoes for the interview today. 
esjs twrs ikSfy’k Fks & eSaus ऊँची ghy ugha iguh Fkh A

My dress/ uniform was clean and well ironed
esjs diM+s bL=h FksA

I had prepared and rehearsed my introduction
eSaus viuk ifjp; Bhd ls rS;kj fd;k Fkk

While introducing myself, I communicated in a 
conversational tone and not a rehearsed 
monotonous manner.  esjk ifjp; jVk gqvk ugha yx jgk Fkk] 

eSaus mls cM+h lgtrk ls fn;k 

I had examples ready to support my strengths and 
weaknesses.
tc eSaus viuh [kwfc;ksa dh ckr dh] rc esjs ikl viuh [kwfc;ksa dks 

lkfcr djrk gqvk viuh ilZuy ykbQ dk mnkgj.k Hkh Fkk

2 INTERVIEW
PREPARATION

INTERVIEW
PREPARATION

+3

[kqn dks ij[ksa !
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I was able to explain my immediate/ short term career 
goal when asked.
eq>ls tc iwNk x;k dh eSa Hkfo’; esa [kqn dks dgk¡ ns[krh@ns[krk gw¡] rc 

esjs ikl vius y{; dks ys dj lkQ tokc Fkk A

I was able to answer questions related to my field of 
study quite confidently.
vius lCtsDV ls lEcaf/kr lokyksa ds tokc Hkh eSaus lgh fn,

I had examples ready from my experience of group/
team activity during college/NSS days 
tc Vhe odZ dh ckr vkbZ] rks eSa xzqi esa dke djus ds vius vuqHko dks 

crk ik;k@ik;h

YES / NOQUESTIONS



Prepare answers to these questions to do better next time:

Tell us about yourself
vius ckjs esa dqN crkb, 

Tell us a little about your city 
vius “kgj ds ckjs esa dqN crkb,

Apart from academics, did you pursue any other interests in college? 
i<kbZ ds vkykok] vkius d‚yst esa D;k fdlh ,fDVfoVh esa Hkkx fy;k gS\ mlds ckjs esa dqN 

crkb, 
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2 INTERVIEW
PREPARATION

+3

eq>s vkSj lh[kuk gS !
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Why did you choose your degree and what have you gained from it? 
vkius bl {ks= esa i<kbZ D;w¡ djh\ bl fMxzh ls vkius D;k lh[kk\

What has been your most important achievement in life so far? Why? 
vki viuh fdl miyfC/k dks lcls egRoiw.kZ ekurh gSa\ D;w¡\

What are your strengths and weaknesses? 
vkidh rkdrsa D;k gSa\ detksfj;ka D;k gSa\



Why have you applied for this job? 
bl ukSdjh ds fy, vIyk; djus dk mís’;\

What do you have to offer us? 
vkidks ukSdjh ns dj bl laLFkk dks D;k feysxk\

Did you read today’s newspaper? What was the headline?
vkt dk U;wlisij i<+k \ gSMykbu D;k Fkh\
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What experience do you have of working in a team and what role did 
you play in that team?
D;k vidks Vhe esa dk;Z djus dk dksbZ vuqHko gS \ bl vuqHko ds nkSjku vkius Vhe esa D;k 

Hkwfedk fuHkk;h Fkh \

Describe a project you have successfully completed.
fdlh ,sls çkstsDV ds ckjs esa crk;s tks vkius lQyrkiwoZd iwjk fd;k gks  



How would your friends describe you?
vkids nksLr vkids ckjs esa crkrs le; fdu ’kCnksa dk bLrseky djsaxs\ D;k dgrs gSa oks vkids 

fy,\

Describe a situation you have found difficult. How did you overcome 
it? 
vius thou dh fdlh dfBu@eq’kfdy ifjfLFkfr ds ckjs esa crkb,A vkius bl ifjfLFkfr dk 

lkeuk dSls fd;k\

What questions would you like to ask us?
vki gels dqN tkuuk pkgsaxs\
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SESSION FOUR + FIVE
INTERVIEW PREPARATION

dSlk jgk gS vkt dk ls’ku\

dqN 

ugha 

cgqr dqN 

lh[kk 

BORING

OKAY

FUN

dqN ugha lh[kk 

dqN 

cgqr dqN lh[kk 

D;k vkt vkius vius ckjs esa dqN u;k tkuk \

4 INTERVIEW
PREPARATION

+5

dSlk jgk --- vkt\



My hair was appropriately groomed for the interview
baVjO;w ds fy,] eSaus Bhd ls cky cuk;s Fks
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YES / NOQUESTIONS

I had a trainer-reviewed, well-formatted resume.
esjs ikl Vªsuj dk tkapk gqvk] ,d vPNk fjT;wes FkkA

I was able to research about the industry/company.
eq>s irk Fkk dh eSa fdl iksLV ds fy, baVjO;w nwaxh@nwaxk vkSj eSaus bl 

ukSdjh vkSj daEiuh dh iwjh fjlpZ dh Fkh A

I polished my shoes for the interview today. 
esjs twrs ikSfy’k Fks & eSaus ऊँची ghy ugha iguh Fkh A

My dress/ uniform was clean and well ironed
esjs diM+s bL=h FksA

I had prepared and rehearsed my introduction
eSaus viuk ifjp; Bhd ls rS;kj fd;k Fkk

While introducing myself, I communicated in a con-
versational tone and not a rehearsed monotonous 
manner.
esjk ifjp; jVk gqvk ugha yx jgk Fkk] eSaus mls cM+h lgtrk ls fn;k 

I had examples ready to support my strengths and 
weaknesses.
tc eSaus viuh [kwfc;ksa dh ckr dh] rc esjs ikl viuh [kwfc;ksa dks 

lkfcr djrk gqvk viuh ilZuy ykbQ dk mnkgj.k Hkh Fkk

[kqn dks ij[ksa ! 4INTERVIEW
PREPARATION

INTERVIEW
PREPARATION

+5
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I was able to explain my immediate/ short term career 
goal when asked.
eq>ls tc iwNk x;k dh eSa Hkfo’; esa [kqn dks dgk¡ ns[krh@ns[krk gw¡] rc 

esjs ikl vius y{; dks ys dj lkQ tokc Fkk A

I was able to answer questions related to my field of 
study quite confidently.
vius lCtsDV ls lEcaf/kr lokyksa ds tokc Hkh eSaus lgh fn,

I had examples ready from my experience of group/
team activity during college/NSS days 
tc Vhe odZ dh ckr vkbZ] rks eSa xzqi esa dke djus ds vius vuqHko dks 

crk ik;k@vik;h

YES / NOQUESTIONS

vxj vkidks yxrk gS dh t‚c ds fy, baVjO;w esa tkus ls igys] vkidks vkSj vf/kd çSfDVl ;k 

fdlh [kkl fdLe dh lykg dh t:jr gS] rks es/kk blesa vkidh t:j enn djsxk A

vxj vkius viuh es/kk dh Vªsfuax 75% vVsaMsal ds lkFk iwjh dh gSa rks Qslcqd ;k whatsapp 

ij Medha Trained Club dk fgLlk cfu, vkSj vkus okys gj çSfDVl ls’ku ds fy, Ýh 

jftLVªs’ku djokb, !

;s dSls djuk gS \ tkuus ds fy, es/kk Vªsuj ls laidZ djsa A

eq>s vkSj lh[kuk gS !





REFLECTION

Why should I learn this?

What is reflection? To reflect is to think about what 
has happened and decide what do we want to do 
about it.

lh/ks ’kCnksa esa dgsa rks fjQySd’ku dk vFkZ gS & bl ckjs esa lkspuk dh%

geus D;k fd;k\

D;w¡ fd;k\

vkSj] vc ge vkxs D;k djus pkgrs gSa\ 

tSls ,Xtke ls igys fjohtu u gks rks ge ;kn fd;k gqvk Hkh lc 

Hkwy tkrs gSa] oSls fdlh Hkh t:jh dke ;k fnu ;k Vªsfuax ds ckn 

vxj fjQySd’ku u gks & rks vki Hkwy tk;saxs dh D;k lh[kk] vkSj 

D;w¡ -- vkSj bl lh[k dks dgk¡ bLrseky djuk gS A
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;s dgk¡ dke vk,xk \

Reflection is a very powerful personal habit. It 
helps us learn from our own experience! 

fjQySd’ku gh ,d ,slk ekSdk gksrk gS tc ge lkjh nqfu;k ds Kku 

dks lkbM esa j[k [kqn ls iwNrs dh ^c‚l] dSlk jgk \ vc D;k djuk 

gS\* fjQySd’ku gekjh enn djrk gS: 

& fdlh Hkh ifjfLFkfr ls vius fy, lh[k fudkyus esa 

& csgrj balku cuus esa 



REFLECTION

cl bruk ;kn j[kuk gS !

fjQySd’ku ge fdlh dks fn[kkus dsfy, ugha djrs] vius fy, 

djrs gSa & blfy, [kqn ls bekunkj jgs A Be honest with 
yourself

ge tSlk lksprs gSa] gekjh dksf’k’k ds ckn fcydqy oSlk gh 

ifj.kke de gh feyrk gS A blfy, ges’kk ;s lksfp;s dh vkidh 

mEehn iwjh gqbZ ;k ugha & vkSj D;k dlj jg x;hA Think of 
both – what worked and what didn’t 

;s lksfp;s dh D;k lh[kus dks feyk vkidks  A Think of what 
you learned

lh[k oks gh dke dh gS ftls ge dHkh bLrseky djsa & rks lksfp;s 

tks lh[kk oks dgk¡ bLrseky djsaxsA Think of how you can 
apply this lesson in your life

vkxs dh lksfp;s & vc vkxs D;k djuk gS\ A Think of next 
steps
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