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Fundamentals of Management

11
1.2
1.3
1.4
1.5
1.6
1.7
1.8
1.9

Concept and Foundations of Management.

Managerial Functions — Planning, Organizing, Controlling; Decision making
Managerial skills

Entrepreneurship

Management of innovation

Social responsibility and Managerial ethics

Organizational behavior and change

Employee morale and productivity

Contemporary management issues and challenges

Marketing and Marketing Management

2.1
2.2
2.3
2.4
2.5
2.6

2.7
2.8
2.9

Marketing: meaning, importance, concepts

Evolution, need and scope of marketing

Market segmentation: meaning, requirement, process
Theory of marketing

Types of marketing

Marketing mix/ strategy

2.6.1 Marketing strategy formulation and components of marketing plan
2.6.2 Product: meaning, types, product life cycle, branding
2.6.3 Price: meaning, importance, pricing method

2.6.4 Place: meaning, importance, channels, logistics
2.6.5 Promotion: meaning, objectives, promotion mix
Basics of marketing management

Marketing decisions

Marketing tools and concepts / philosophies

2.10 Services and non-profit marketing
2.11 Ethics in marketing
2.12 Concept of holistic marketing

Customer Satisfaction, Value and Retention

3.1
3.2
3.3
3.4
3.5
3.6
3.7

Consumer Behavior

Customer Value and Satisfaction

Delivery of customer value and satisfaction
Building customer satisfaction, value and retention
Societal responsibility and ethics

Consumer protection and Consumerism

Customer relationship management

Information for Marketing Decisions

4.1
4.2
4.3

Marketing information system
Market research — scope and process
Forecasting and demand measurement
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5. Managing integrated marketing Communication.
5.1 Developing effective communications
5.2 Deciding on the effective communications mix
5.3 Managing and coordinating integrated marketing communications
5.4 Designing and managing marketing channels
5.5 Internet marketing

6.  Production and Operations Management
6.1 Fundamentals of operations management
6.2 Organizing for production
6.3 Production control
6.4 Supply chain management
6.5 Quality management
6.6 Statistical process control
6.7 Management of service operations
6.8 Role and importance of materials management, value analysis
6.9 Inventory control
6.10 Waste management

7.  Strategic Management
7.1 Nature and scope of strategic management
7.2 Process of strategic planning and implementation
7.3 SWOT, PEST, ETOP Analysis
7.4 Tools and techniques for strategic analysis
7.5 Management of strategic change
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(Computer Skill Test Practical Examination Scheme)

o Tig EREErANEED qF g

Devanagari Typing Y AY | Y R
English Typing R AZ Y e

HFGEX G T Word processing R AY

(Com_?_l;;ti)r Skill 10 Presentation System q AT e
Electronic Spreadsheet 9 A3 1o
Windows basic, Email and Internet q I3
Contents

Windows basic, Email and Internet

Introduction to Graphical User Interface

Use & Update of Antivirus

Concept of virus, worm, spam etc.

Starting and shutting down Windows

Basic Windows elements - Desktop, Taskbar, My Computer, Recycle Bin, etc.
Concept of file, folder, menu, toolbar

Searching files and folders

Internet browsing & searching the content in the web

Creating Email 1D, Using email and mail client tools

Basic Network troubleshooting (checking network & internet connectivity)

Word processing

Creating, saving and opening documents

Typing in Devanagari and English

Copying, Moving, Deleting and Formatting Text
Paragraph formatting (alignment, indentation, spacing etc.)
Creating lists with Bullets and Numbering

Creating and Manipulating Tables

Borders and Shading

Creating Newspaper Style Documents Using Column
Security Techniques of Document

Inserting header, footer, page number, Graphics, Pictures, Symbols
Page setting, previewing and printing of documents

Mail merge

Presentation System

Introduction to presentation application

Creating, Opening & Saving Slides

Formatting Slides, Slide design, Inserting header & footer

Slide Show

Animation

Inserting Built-in picture, Picture, Table, Chart, Graphs, and Organization Chart etc.
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Electronic Spreadsheet

o Organization of Electronic Spreadsheet applications (Cells, Rows, Columns, Worksheet,
Workbook and Workspace)

J Creating, Opening and Saving Work Book

J Editing, Copying, Moving, Deleting Cell Contents

° Formatting Cells (Font, Border, Pattern, Alignment, Number , Protection, Margins and text
wrap)

. Formatting Rows, Column and Sheets

o Using Formula with Relative and Absolute Cell Reference

o Using Basic Functions (IF, SUM, MAX, MIN, AVERAGE, etc.)

o Sorting and Filtering Data
o Inserting Header and Footer
o Page Setting, Previewing and Printing

Page 8 of 9



Qe SYaEdT AT UMUK HFT Riiee
T AAHa, ar,aqg:-fafae/aaR fFavs d8:-§ |, T-Atea (F9R faveme)

eI NPT IR E A T | G R Fe ke
ST AT FAAERE Typing Skill Test & @it ;-

TaArRT Typing Skill Test &1 AT Q40 eTeagsel T3l Text fag+s ¥ 98T AqAR b gard ;-
¢ = ya fAe (Correct Words/Minute) A AP
Y W %H 908 oeE 9iq fAee arad 0 ¥F
Y AT |1 AT el T O WYl HH g ek gid (A saa 0.40 ¥
©.Y a7 A AT 96T ¥ 90 9wl FH 4G e’ Uid fAee arad 0.9 ek
Q0 a1 |T 9T Fel T QR4 9wal %H g sk iq e aId .00 3f®
QR.Y AT |1 9T F&l T % AT FH g ek Uid (A adq q.34 _F
¥ 1 &1 =T 96l ¥ qO.Y AT FH g ek Uid fAee sad q.40 ¥®
Q9.4 a1 |1 =T Fel T R0 vl FH g ek Uiq fAve =maq q.94 ek
0 A1 9l AT FEl T IR.Y AT FH F R Uid A A .00 ¥
JRY AT FH=T FEl T Y 9T BH F 9 i A aad Y HF
Y AT AT AT 96T 9F 95 iq (e arad .40 ¥F

English Typing Skill Test % @TRT 00 TeaETH T3l Text G378 ¥ WA ATAR dF I RS-

¢ = ya fAe (Correct Words/Minute) TS 3AF
& = FH g TR Iiq e aaa o ¥F
& A1 9 AR 961 ¥ % Wl A 9F 9eE 9iq e aad 0.40 ¥F
R AT I =T 96l T 4R AT %H UZ e’ Hiq fAde aaa 0.9y IF
QR a7 Il AT Fel T Y W=l HH F 9eF 9iq e amad 9.00 3H®
¥ T &1 9T 96l ¥ 95 9T BH 9F 9 9iq fHee aad q.]4 ¥®
Y5 a1 |1 A=< a6l ¥ 39 9T FHH G 9758 Yid fHe arad 9.40 ¥
Y A1 &1 R 9l ¥ ¥ ARl FHH 0g ek gfq (A saa .94 A
¥ AT | 9T 961 T 8 Wl FH g e 9id fAee araa .00 ¥
9 a7 IHwRT 96l ¥ 30 ARl FHH g MR Yid fAee arad Y HF
30 a1 |1 9T 960 g MR yiq e aaa .40 UF
ST AT TAERT Typing 9T fGgUHT Text @8 3MaR AT 239 TRl Text I fAerg = s |

fagUsl AU AT AN Text AT Jeddi@d TIH FHITH GRITdese dATRAT Text A1 Punctuation 2msd
TIRPT UTUAT FJPT STeRHT IMUET IR P | qoqe=nd = Formula YW 1 9g 9Tek wiq
feere(Correct words/minute) e |

Formula:

= Total ds typed — W d
91g 91e% 9iq fA¥e (Correct words/minute) = (Total words Ypes rong words)

Page 9 of 9



