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Introduction

In today’s competitive job market, employability skills are essential for individuals seeking to enhance
their career prospects and thrive in various professional environments. These skills encompass a wide
range of competencies, including communication, teamwork, problem-solving, adaptability, and time
management, which are crucial for success in any role. Employability skills not only improve an
individual's ability to secure a job but also equip them to perform effectively, contribute positively to
their organizations, and navigate the complexities of the workplace.

As industries evolve and job requirements change, the
" Il demand for skilled professionals who can demonstrate a blend
& -

€

of technical knowledge and soft skills is ever-increasing.

Employers seek candidates who can adapt to new challenges,

collaborate with diverse teams, and exhibit critical thinking.
Therefore, understanding and developing employability skills is
vital for anyone aspiring to enter the workforce or advance in

o2

their careers. By focusing on these skills, individuals can
enhance their marketability, increase their confidence, and
ultimately achieve their professional goals, making them
valuable assets in any organization.
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Unit 5.1: Introduction to Employability Skills

Employability skills are a set of fundamental abilities and behaviors that allow individuals to meet the
requirements of employers in any professional setting. In today's competitive job market, technical
knowledge alone is not enough to secure employment or advance a career. Employers increasingly value
soft skills—such as communication, problem-solving, teamwork, and adaptability—as they allow
individuals to effectively contribute to an organization’s goals.
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5.1.1: The Significance of Employability Skills

Employability skills are often referred to as "transferable skills" because they can be applied across
various job roles and industries. These skills are critical in making employees more adaptable to the
changing demands of the workplace, particularly in the context of evolving technologies and new
business models. Understanding the significance of these skills not only helps individuals secure a job
but also ensures long-term career growth, as they can continuously improve and apply these
competencies throughout their professional lives.

Employers look for candidates who demonstrate a strong work ethic, effective communication,
teamwork, and problem-solving abilities. For example, critical thinking and decision-making are vital in
industries where rapid responses to challenges are necessary. Similarly, adaptability and learning agility
help employees stay relevant in the face of technological advancements. A blend of these skills enhances
overall productivity and contributes to the organization's success.
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Unit 5.2: Constitutional Values — Citizenship

Citizenship and constitutional values form the foundation of a just and equitable society. Being aware of
one's civic duties and rights is essential for not only personal growth but also for contributing positively
to the community and the nation as a whole.
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5.2.1: Understanding Constitutional Values and Civic Duties

In India, the Constitution outlines the fundamental rights and
duties of its citizens. These rights include the right to equality,
freedom of speech, religious freedom, and protection from
discrimination. Alongside these rights, citizens are expected to
uphold certain duties, such as respecting the national symbols,
obeying laws, and promoting harmony among all citizens,
irrespective of religion, race, or gender.

Personal values such as integrity, honesty, and respect for others

are central to a strong ethical foundation, while environmentally
sustainable practices involve using resources efficiently, reducing
waste, and minimizing one's carbon footprint. For an employee, adhering to these constitutional values
within the workplace fosters a respectful and inclusive environment that is aligned with broader national
and environmental goals.

Employers increasingly seek candidates who not only possess technical skills but also demonstrate a
commitment to ethical behavior, social responsibility, and sustainability. These traits contribute to a
positive corporate culture and the long-term success of both employees and employers.
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Unit 5.3: Becoming a Professional in the 21st Century

In the 21st century, professionalism goes beyond technical skills and expertise. Professionals are

expected to adapt to rapid technological advancements, work in diverse teams, and demonstrate

leadership and emotional intelligence.
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5.3.1: Key 21st Century Skills

The skills that define a successful professional today include:

Self-awareness: Understanding one's strengths, weaknesses, and emotions to improve

interactions and performance.

Behavioral Skills: Displaying a positive attitude, self-discipline, and professionalism in all
interactions.

Self-motivation: Taking initiative and responsibility for personal growth and continuous learning.

Problem-solving and creative thinking: Approaching challenges with innovative solutions and
critical analysis.

Time management: Effectively organizing tasks to maximize productivity.

Social and cultural awareness: Understanding and respecting diverse cultures and working
effectively with people from various backgrounds.

Emotional awareness: Managing one's own emotions and empathizing with others to foster a
collaborative work environment.

Continuous learning mindset: Adopting a growth mindset that encourages lifelong learning and
adaptability.

These 21st-century skills are essential for staying competitive in an ever-evolving job market. Employers

expect individuals who not only excel at their job roles but also proactively seek new knowledge,

maintain high levels of professionalism, and positively contribute to their teams and organizations.
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Unit 5.4: Basic English Skills

Effective communication is key to success in any
workplace, and English has become the global
language of business. Having basic English language
skills helps individuals communicate clearly and
confidently, opening doors to more opportunities
both locally and globally.
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5.4.1: Conversing in Basic English

Employees are expected to speak and understand basic English, which includes using common phrases,
sentences, and professional terminology. This ability helps in everyday interactions with colleagues,
supervisors, and customers, especially in multinational corporations or organizations where English is
the primary language of communication.

Mastering basic English allows employees to read and comprehend workplace documents, write clear
emails, and participate in meetings or training sessions conducted in English. It also fosters better
communication with customers, suppliers, and international partners, enhancing overall business
efficiency and global competitiveness.
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Unit 5.5: Communication Skills

Communication is the foundation of any successful interaction in a professional setting. It encompasses
both verbal and non-verbal forms, including writing, speaking, and body language. Good communication
ensures clarity, reduces misunderstandings, and promotes teamwork.

gfiie 5.5: HaTg PIA
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5.5.1: Good Manners and Etiquette in Communication

Effective communication requires following good
manners and etiquette. This includes speaking
politely, listening attentively, and responding
thoughtfully. Maintaining a professional tone in all
interactions—whether with peers, superiors, or
clients—is crucial in building positive relationships
and fostering a respectful work environment.
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5.5.2: Teamwork and Collaboration

In most workplaces, individuals are required to work as part of a team. This requires clear
communication, mutual respect, and a shared commitment to achieving common goals. Effective team
members actively listen to others' ideas, contribute their own, and provide constructive feedback. Good
communication skills within a team setting ensure that tasks are completed efficiently and that team
dynamics remain positive.

5.5.2: fHadH 3R TEaRT
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Unit 5.6: Diversity and Inclusion

Diversity and inclusion are essential aspects of the modern workplace. A diverse workforce, which
includes individuals of different genders, cultures, and abilities, brings a wide range of perspectives and
experiences that can enhance creativity and problem-solving.
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5.6.1: Appropriate Communication with All Genders and Persons with Disabilities (PwD)

An inclusive workplace ensures that all employees feel valued and respected, regardless of their gender,
ethnicity, or physical abilities. Effective communication with all genders and persons with disabilities
requires understanding and empathy. Employees should be trained to use inclusive language, avoid
stereotypes, and ensure that everyone has equal access to opportunities.
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5.6.2: Reporting Sexual Harassment

Organizations must provide a safe and respectful work environment. Any issues related to sexual
harassment or inappropriate behavior must be reported and addressed promptly. Awareness and
adherence to workplace policies on harassment contribute to a healthier and more inclusive workplace.

5.6.2: 4191 Iadte 3t Raifd
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Unit 5.7: Financial and Legal Literacy

Financial and legal literacy is essential for managing personal finances and understanding one's rights
and responsibilities in the workplace.

gfe 5.7: fa<iia 3R w1 Treran
fa<itg SR FHTL TrerdT afdaTd fad Teied SR wriwyd # 3o SfeRY SR forieial &) wwgm & faw siawas g1
5.7.1: Using Financial Products and Services

Employees must be aware of the various financial products and services available to them, such as bank
accounts, loans, and investment options. Understanding how to use these products safely and securely
ensures that individuals can manage their finances effectively.
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5.7.2: Budgeting and Savings

Basic financial skills include calculating income, expenses, and savings. By understanding how to create
and follow a budget, employees can ensure financial stability and prepare for future expenses. This
financial literacy contributes to personal well-being and reduces stress, allowing individuals to focus on
their work.
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5.7.3: Understanding Legal Rights

Employees should also be aware of their legal rights in the workplace. This includes understanding
employment contracts, wage laws, and protection from exploitation. Knowing how to approach the
relevant authorities in case of legal issues ensures that employees are treated fairly and can protect their
interests.

5.7.3: BT USRI B THSAT
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Unit 5.8: Essential Digital Skills

As workplaces become increasingly reliant on technology,
having essential digital skills is crucial for all employees. These
skills range from basic computer literacy to understanding how
to use the internet and digital tools securely.

gfie 5.8: Jaxg® ffrea wiwra
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5.8.1: Operating Digital Devices

Employees are expected to operate computers, smartphones, and other digital devices efficiently. This
includes understanding basic applications such as word processing software, email platforms, and other
tools specific to the industry.
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5.8.2: Internet and Social Media Safety

With the widespread use of the internet and social media,
employees must know how to use these platforms responsibly.
This includes understanding the importance of data privacy,
avoiding phishing scams, and maintaining professionalism online.
Securely handling online transactions and communications
protects both the employee and the organization from potential

cyber threats.

5.8.2: $evne 3R wiwrer Wifsar gran

gexic 3R TIXe Hif$TT & TS IUTNT & 1Y, HHATRA! DI 37 WeBTH! BT TR J ITANT HRA BT JH BT AT
39 ST MU-dl & Hed o! JHSAT, TR Whr § T4, 3R 3iTars- URIdRdT =TT &1 M g1 3TTarsT a--¢-
3R TaTe B! PRI T F YU FHARY SR T gl o1 FHIfad TgeR Tkl § Fardl |

Unit 5.9: Entrepreneurship

Entrepreneurship involves identifying business opportunities, managing risks, and leading innovations. It
is an essential skill not only for starting one's own business but also for adding value to an organization
through entrepreneurial thinking.

gfe 5.9: IEfar
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5.9.1: Identifying Business Opportunities

Entrepreneurship begins with identifying gaps in the market and assessing potential business
opportunities. Employees with an entrepreneurial mindset can drive innovation within an organization,
helping it stay competitive and responsive to market trends.

5.9.1: TIHTRAI® THN BT UgATH BT
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5.9.2: Arranging Financing and Legal Challenges

Starting a business or a new initiative requires funding. Entrepreneurs must be aware of the various
sources for securing funds, such as loans, venture capital, and crowdfunding. They must also understand
the legal challenges involved in starting and running a business, including tax laws, business registration,
and compliance with regulatory standards.
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Unit 5.10: Customer Service

Customer service is the process of identifying and meeting customer needs to ensure satisfaction and
loyalty. Excellent customer service is vital for maintaining the reputation of a business and retaining
customers.

gfiIe 5.10: TTg® AaT
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5.10.1: Types of Customers

There are various types of customers, each with different needs and expectations. Understanding these
customer types is crucial for providing effective service:

e Loyal Customers: These customers repeatedly choose a brand or business due to positive past
experiences. They are more likely to provide feedback and refer others, making them invaluable
for word-of-mouth marketing.

e Discount-driven Customers: This group primarily seeks deals and discounts. They are often price-
sensitive and may switch brands frequently based on current offers. Providing excellent service can
help convert them into loyal customers.

e New Customers: New customers may be unsure of what to expect. Ensuring a positive first
experience can lead to repeat business. Listening to their concerns and providing thorough
assistance is crucial.

e Dissatisfied Customers: These customers have had negative experiences and may voice their
complaints. Addressing their issues promptly and effectively can turn a bad experience into a
positive one, ultimately retaining their business.

5.10.1: T8®| & YR
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5.10.2: Identifying Customer Needs

Understanding and addressing customer needs is a fundamental aspect of effective customer service.

This involves:

Active Listening: Pay attention to what customers are saying. Acknowledging their concerns helps
build rapport and shows that their opinions are valued.

Asking Questions: Probing questions can help clarify customer needs and preferences. This
engagement can lead to personalized service, increasing customer satisfaction.

Feedback Mechanisms: Implementing feedback systems allows customers to express their
opinions about products and services. This information can help organizations improve their
offerings and identify areas for development.
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5.10.3: Maintaining Hygiene and Grooming Standards

In many industries, especially hospitality and retail, maintaining appropriate hygiene and grooming

standards is critical. This not only reflects professionalism but also builds customer trust and satisfaction.

Key aspects include:

Personal Grooming: Employees should maintain a clean and professional appearance. This
includes appropriate attire, personal hygiene, and a neat workspace.

Workplace Cleanliness: Keeping the work environment tidy is essential for creating a welcoming
atmosphere for customers. Regular cleaning schedules and personal responsibility contribute to an
overall positive impression.
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Unit 5.11: Getting Ready for Apprenticeship and Jobs

Preparing for employment opportunities is a vital step for individuals transitioning from education to the

workforce. This process includes various elements that equip candidates to enter the job market

confidently.
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5.11.1: Creating a Basic Biodata

A biodata, or resume, serves as a first impression for potential employers. A well-structured biodata

should include:

Personal Information: Name, contact details, and relevant personal information.

Education and Qualifications: A summary of educational background, including degrees,
certifications, and any relevant coursework.

Work Experience: A brief outline of any work experience, internships, or volunteer work that
highlights relevant skills and accomplishments.

Skills: A list of key skills related to the desired job, including technical, interpersonal, and language
skills.

References: Providing references from past employers or educators can add credibility and give
potential employers insight into the candidate's work ethic and character.
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255.11.2: Searching for Suitable Jobs

Finding the right job involves researching available opportunities, understanding job requirements, and

preparing to apply. Steps include:

Job Portals: Utilizing online job portals to search for openings based on industry, location, and
skills.

Networking: Engaging with professional networks, attending job fairs, and connecting with alumni
can provide insights into job opportunities and industry trends.

Tailoring Applications: Customizing resumes and cover letters for each application enhances the
chances of catching an employer's attention.
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5.11.3: Identifying and Registering for Apprenticeship Opportunities

Apprenticeships offer valuable work experience and training in a specific field. Preparing for these

opportunities involves:

Researching Apprenticeship Programs: Identifying programs that align with career goals and
interests is crucial. Many industries offer formal apprenticeship programs that provide hands-on
training.

Application Process: Understanding the application process for apprenticeships, including required
documents and deadlines, is essential for a successful application.

Preparing for Interviews: Candidates should practice common interview questions and be
prepared to discuss their interests and skills relevant to the apprenticeship.
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Conclusion

In today's dynamic job market, employability skills are crucial for both personal and professional success.
These skills encompass a wide range of competencies—from basic communication and interpersonal
skills to financial literacy and digital proficiency. By understanding the significance of these skills,
individuals can enhance their employability and contribute positively to their organizations.

Constitutional values, citizenship, and ethical practices are foundational to creating a respectful and
inclusive workplace. Professionals in the 21st century must cultivate a growth mindset and continuously
develop their skills to adapt to changing demands and technologies.

Moreover, effective customer service and the ability to work collaboratively within diverse teams are
essential components of a successful career. Employers seek individuals who can not only meet job
requirements but also contribute to a positive work culture and uphold organizational values.

Finally, preparing for the transition into the workforce—through creating effective resumes, seeking job
opportunities, and exploring apprenticeships—empowers individuals to take charge of their career
paths. By fostering employability skills and embracing lifelong learning, individuals can build rewarding
careers and make meaningful contributions to their communities and society at large.
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Multiple Choice Questions:

1. Which of the following is NOT considered an employability skill?

o ) Try Exercise
A) Communication B) Time Management on App

C) Technical Knowledge D) Self-motivation

2. Employability skills are often referred to as:
A) Hard skills B) Transferable skills

C) Professional skills D) Technical skills

3. What is a key component of the 21st-century skills mentioned in the content?
A) Ignoring feedback B) Continuous learning mindset

C) Reliance on technology D) Rigid working hours

4. Which of the following is NOT a fundamental right of citizens as outlined in the Indian Constitution?
A) Right to equality B) Right to privacy

C) Freedom of speech D) Right to discriminate

5. Effective communication in a professional setting includes:

A) Speaking without listening B) Using good manners and etiquette

C) Ignoring non-verbal cues D) Only using written communication

6. Diversity and inclusion in the workplace primarily aim to:

A) Foster competition among employees

B) Promote understanding and respect among employees

C) Limit communication between diverse groups

D) Increase hierarchical structures

7. What is a common type of customer who primarily seeks deals and discounts?
A) Loyal Customers B) New Customers

C) Discount-driven Customers D) Dissatisfied Customers

8. Which of the following skills is essential for managing personal finances?
A) Problem-solving B) Budgeting and savings

C) Networking D) Critical thinking

9. What does entrepreneurship involve?

A) Avoiding risks B) Identifying business opportunities

C) Following a strict corporate structure D) Limiting innovation
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10. What is an important aspect of preparing a biodata?
A) Ignoring work experience B) Including personal information and skills
C) Using vague language D) Keeping it one page without details

Answer the following questions:

1. Why are employability skills considered essential in today’s job market?

2. Describe the significance of understanding constitutional values and civic duties in a
professional setting.

3. What are some key skills that define a successful professional in the 21st century?

4. How does effective customer service contribute to business success?

5. What steps should individuals take when preparing for job applications and
apprenticeships?
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