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Accredited with B+ Grade by NAAC
Affiliated to Alagappa University
(Run by Dr.Alagappa Chettiar Educational Trust

Department of Business Administration

Certificate course on ‘Interview Skills*

Circular

14.12.2020

Dear students,

We are glad to inform you that our department is going to conduct a Certificate course on
‘Interview Skills® for 30 Hours for First and Second year students from 21* December, 2020 to 3

January, 2021. All the students are asked to attend and benefit out of it.

by < g hee
Departmendt-fnécharge

Dr. Umayal rzalﬁ%'?‘%kﬂ%k College for Women,.
Karaikudi.
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SYLLABUS

Unit - I Attitude and Effort
Mcaning — How to assess the positive attitude — Power of attitude and Effort — Impact of attitude and

Effort - Factors to develop the attitude and Effort.

Unit - Il Common Interview questions
Honesty — Humility — Perseverance - Initiative — Determination.
Unit - [11 What employers want?

Ability to work — Decision Making — Communicate, Plan and organize - Technical Knowledge

related to job — proficiency with computer software programs.

Unit - IV - Body Language
Meaning — Types of Body language — Physical movements — Tone of voice — Importance of body

language — Applications of body language — Features of good body language.

Unit — V Telephone Interviews
How to handle a Telephone interview-Applications of telephone interview-merits and demerits of

telephone interview.

Unit — VI Behaviourial Interviews

Teamwork — Leadership-Handling conflict-Problem solving — Work Ethic.
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L. In telephone interview interviewer looks for _

a) Intelligence b)Substantial answer ¢) Appearance d) None
2. Which form is better than face to face interview :
a) On the spot interview b) Face 1o Face Interview c)Telephone Interview d)None of These
3. Each member of the panel rates cach interview on such dimension__
a) Motivattion b) Presentation c) Both a and b d) None
4. Which one is the type of un-structural interview:
a) Pannel Interview b) Group Interview ¢) Behavrioral Interview d) None of these
5. Which two is the type of semi structured interview:
a) In depth b) On the spot ¢) case study d) Bothaand ¢
6. Which ol these should be avoided in an interview?
a) Clarity b) Smile ¢) Confusion d) Confidence
7. Which of thesc is not a characteristic of'a group personality?
a) Spirit of conformity b) Respect for group values ¢) Collective power d) Disrespect
8. The word discuss is derived from
a) discutereb) discutere) discuterad) discutare
9. Which of these is not a type of interview question?
a) Open b) Closed c) Probing d) Musical
10. Which of these questions asks the candidate to talk about something?
a) Open questions b) Closed questions ¢) Probing questions d) Loaded questions

I'l. Which of these is an open question?
a) What are the advantages of a mixed economy? b) When did you complete your graduation? c) Do you

know data processing? d) What was your major subject in college?
The word interview is derived from

a) Latinb) Frenchc) Germand) Spanish
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12.) How many types of intervicws are:
n) Twob) Threec) Fourd) Five
13. How much stages of interview are:
a) Twah) Threec) Four td) Five
14. Interview which are take on phone or video called cvouped:

a) Telephone interviewb) Face to face interview
c) Interviewd) None

15, The word interview rofers to a conversation between:

a) Intervicwerb) Intervicweec) Both a and bd) None
16. Which one is the type of semi-structural interview:

a) Panel interviewb) Care studyc) On the spotd) None
17. The term interview has been derived French word

a) Enter-voirb) Anter-viewe) Inter- voird) Both a and b
18. __is essentially a structured conversation:

a) CVb) Interviewc) Phone calld) Bone of these
19. What is the important stage of interview:

a) Semi stageb) Beginning stagec) Intermediate stage d) Closing stage

20. A panel interview as known as

a) Pancl interviewb) Face 1o face interview ¢) Board interviewd) Group Interview
21. that use questions designed to probe the candidates past behavior in specific situations
a) Panel interviewb) Face to face interview c) Behavior interviewd) Group Interview
22. Re most popular and efficient form of assessment are:

a) On the spot interview b)Face to Face Interviewc)Online Interviewd) Phone call Interv

iew

23. What are the successful strategies for interview:

a) Personal rapportb) Good eye contact ¢) Clear idea of the key pointd) All of the above

24. In group interview the interviewer can judge the behavior of every candidate according to

a) Presentation b) Intel.li-g.ie.nc‘e ¢) Both a and b d) None

25. In telephone interview interviewer looks for

a) Intelligence b) Substantial answer ¢) Appearance d) None
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The department of Business Administration organized a certificate course on Interview Skills
from 21/12/2020 10 2/1/2021 for 1 BBA and Il BBA students. Totally 83 students atiended and

benefited out of this program.
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A screen shot of students attending the Certificate course on ‘Interview Skills’
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