CAREER COUNSELLING



CAREER COUNSELLING

The career counseling is taken care of by a team of faculties of our college. Seminars are
arranged intermittently along with interactive session with the students apprising them of what
to do regarding their career. For this purpose, a fairly systematic approach has been adopted.
Different departmental faculties are entrusted to guide their students and to enlighten them
regarding different avenues in the concern subjects. In the common podium students are
assembled and basically they are guided rather than counseled. For this purpose resource
persons deliver motivational talk, tips on CV writing and also tips on interview facing are also
given. Students are advised to get rid of their weaknesses for example communication skill
along with necessary soft skills. For this purpose college has arranged remedial classes for
willing students. Resource persons from different arena are invited. For this purpose govt.
officials from ministry of labours, govt of west Bengal, resource persons from management
institute, resource persons from well-known grooming institute for competitive exams, are
often invited to interact with the students. The entirety of the holistic approach are recorded
and documented.
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The minutes of the first meeting of the career counseling team




Some highlights of different programs:

Case1: 30/11/2016

Resource persons: faculty members of career counselling team.

NOTTITCE
(34 Year Arts Honours)

A Programme on Career Counselling will
be held at 3.00 p.m. in the E-Class Room
on '30.11.2016.

For this, all the students belonging to
3rd year Arts Stream with Honours are
requested to attend the aforesaid.

o |

[

Date: 28.11.2016 Principal
J.K. College, Purulia



Some excerpts: Scanned copy of material supplied to the students by the team.

Think twice before you take the plunge

Thws 15 an approach 1o wake you up! You are passing through your graduation and standing at 3 juncture
af your career. What will you do after passing? Higher education or job?! Even this s not self
contradictory, because at the end of the day you need to garn to feed your family. Your educationis 3
huge investment and it has 10 pay the dividend. But unfortunately conventional education may yield 2
certificate, but not an appointment letter. Therefore it is high time to ponder over the following and do
the needful.

What are the options 5o far your subject s concerned? Try to know even about unconventional
prospects. Relevant value addition is necessary. Ask yourself the necessity of studying the subject, which
may lead to answer of the aforesaid. Always keep informed through internet. Ignorance cught not to be
an excuse. Subscribe “Competition Success chronicie”, “Employment News” and also current affairs
related magazines like “India Today”, “Outtook” etc regularly and go through meticulousty.

Since you are the best judge of yourself, regarding your patential, passion, you must know which susts
you best and then prepare for that. \dentify your weakness and try to get rid of that. If needed take
relevant remedial classes.

Need of the hour is to excel in your university exams, because itis like an ever encoshable cheque and is
most of the cases, if not always an index of your knowdedge.

Stusly meticulously to crack competitive exams. Try to solve guestions which have diverging answers
with justification and this will aventually activates right valve of your brain and inculcate creativity
within you

Enhance your general knowledge, extra- curricufar activity which builds up your emotionof guotient,
which exentually makes you a better empioyee, and that is a coveted thing for the employer.

finally, just remember....... Today’s toiling is tomorrow’s comfort.

al




How to write a Carricalum Vitae (CV)

Curriculum Vita¢ (CV) means “courses of life” in Latin, and that 1 just what it i= A CVisa
concise document which summarizes your past, existing profissional skills, proficiency and
experiences. The purpose of this document iy to demonstrate that you have the necessary
shills {und some complementary ones) o do the job for which you are applying, Literally vou
wee selling your talents, skills proficiencies ete., Follow these steps to create a great CV

Koow what information a CV generally contains,

Most CVs include your personal information, your education and qualifications, your work
experience, your interests and achicvements, your skalls. and references. Also experenced
people tailor your €V 10 the job vou are spplying for. Use o modern but professional format.
However, there is no set format for o CV, what you melude 15 up 10 you.

Consider the job you are applying for,

Research the company! lab. A pood CV is tilored 1o the specific job or company you are
applying for. What does the company lab do? What is their mission statement? What do you
think they are looking for in an employee? What skills does the specific job you are applying
for require” These are all things 10 keep in mind when writing your CV. See if there is any
specific information they want you to list in your CV, There might be specific directions
listed on the application page.

Create the format for your CV. Are vou going 1o break cuch section up with a line® Are
vou going to put each section in its own box” Are you going 1o list all of your information?
Play around with different formats 10 see which looks most professionsl. Aim for no more
than the front and back of o standard sheet of paper.

List your name, address, telephone number, and emuil at the top of the page. It
important to muke your nume i Size larzer than the rest of the text as it is important for your
reviewer 1 know who he or she is reiding ubour, It is up 1 vou & to bow vou format this
information.

o Standasd formst would be to have vour name in the center of the puge. Your home
uddress should be listed in o block format on the et side of the paper. Put your
telephone number and email below your heme address. If you have another address
(such ay your address while you are at college/University ) list this address on the right
hamd side of the paper,

Write a personal profile. This is un optional part of the CV that is good for giving your
reviewer a more in-depth look ut you us o person, This is where you sell your skilly,
experiences, ind personat qualities. 1t should be original and well-written, Use positive wards
stich a8 “udaptable™, “confident”, and “determined”

o Example of a personal stutement tor a CV for o pabliching compon: An enthusiastic
recent gradunte Jooking for an entry-level editorlal position that will  utilize
organizational and communication skills developed as o summer intern ot City Lights




Create a section for your cducation and qualifications. This section con be at the
beginning of your CV or you cun choose to list it after other sections. The order of sections is
up to you. List your education in reverse chronological order. Begin with university if you
attended or are attending it and work your way backwards. List the name of your university,
the dates you went there, vour major and minor, and your grade point average or A levels,

Create a section for your work experience. This is the section in which you should list all
of your relevant work experience, List the name of the company, the location of the company,
the years you worked there, and what you did, Start with your most recent job and work
backwards. If you have a long list of work experience, only put the experiences relevant to
the job you are applying for,

Brainstorm your hobbies and interests. You should list any relevant interests that paint you
in the most positive light, Unigue interests or hobbies will make you stand out. Be aware of
the conclusions that might be drawn from your hobbies. Try 1o list hobbies that portray you
as a team-oriented individual rather than as a solitary, passive person. Companies want
someone who works well with others and can take charge if need be.

o Hobbies and imterests that paim a posttive image: Being the captain of your soccer (or
football) team, organizing a charity event for an orphanage, secretary of your school’s
student-run government.

o Hobbies that imply a passive, solitary personality: watching TV, doing puzzles,
reading. 1f you are going 1o put any of these things, give a reason why, For instance, if
you are applying for a job at a publishing house. put something like: I enjoy reading
the great American writers such as Twain and Hemingway because | think  their
writing gives @ unigue perspective into American culture at the time they were
writing.

Create a section for other information. If there is a noticeable gap in your CV or there is
some other information you would like to share, put it in this section. This sort of information
can include leaving work to take care of children, join the Peace Corps, ete.

Create o section for references. These are people you huve worked with in the past such as
professors, previous employers, et thal have seen your work and can credibly support
praises that they give vou. The company you are applying to may contact these references 1o
find out more about your previous work. You should talk with the person you would fike to
list & reference before actually listing them-it is best to double check that they still have the
same number, are okay with giving you a reference, or that they remember who you are.
Write down their full names and contact information (including their phone numbers and
emails).

Check the company’s application page. |ook o see i there are any other materials they
would like you to send in along with your CV. Companics may ask for a cover letter or
samples of your work (such as articles you may have written).




Cheek your spelling and grammar. Poor spelling 1s the quickest way to get rejected. If your
CV is sloppy or riddled with errors; potential emplovers will be unimpressed, Double (and
triple} cheek that you have spefled the name of the company correctly, as well as any
companies you have worked for in the past

Proofread for any sentences that could be written more concisely, CVs that are concise
and well-written tend to do better than Jong-winded CVs that have repetitive information.
Make sure you don’t repeat vourself=-it’s better to list many of your traits than the same few
teaits over and over sgain.

Read your CV as if you were the company you are applying to. What do vou think about
the layout and the information written there”? Do you come across as u professional? Get
someone else to rend your CV. What do they think could be added or taken owt? Would they
hire you il they were a company”...... | hope the answer will be positive,

Ko s says veunsxensrss OO IICIE




HOW _TO FACE INTERVIEWS

Mast of us dread job interviews but its the key to a successful job. Hence it is important
to approwch nterviews i the correct wanner nnd with the right attitude, as that is the key to
suecess. These tips-will help vou to stay calm and focused instead of being a nervous wreck.
Follow these 1o remain cool and confident iy vour interview and so achieve sueress,

(11 Go prepared: Find out about the company’s/institute’s vision. gonl, products, the

work culture and the manogement from the website. Then from the jobi deseription,
analyse how suitable you are as a candidate, You can't be prepared for ull questions as
there will be some googlies and bouncers hurled at voi. But there are some common
nterview questions and if you are prepared for them, half the battle is won., You will

be less tongue-tied and appear more confident if vou are ready with the respouse. You

catt cheek ont what the interviewer wants to know for the same.

{2) Be thorough with your CV: You sheuld be fymiliar with whatever is mentioned in

(3

(3

(4

)

)

—

the CV. Read it thoronghly so that vou are not stumped by any question regarding
your past employment and education.

Act confident: Even if vou dou't feel confident, nct as one emanating confidence,
Your hody language should be aeourate and vou should be making i positive impact
dhiring the mterview, Sit strakglit on the chair and look into the eves of the interviewer,
Remember, you have nothing to lose and go with that mind-set. This causes less
pulpable-stress. )

Sleep well: A good niglt's sleep is essential to stay fresh in body and mind. Never
leave the preparation planning for the last minute, Be ready with your interview dress
andd keop vour shoes polished, Women should clip their nails and romove nnl paine if
is uneven st places and smoothen it well in advance. Never eat late or have an extra

drink the uiglit before the interview as that might leave you with_a haugover. Trv to

remiain calm and happy 1o be successful.

Be on time: Travelling to the interview can be stressful, especially if you have to
cotte a long distance. Try and do a trial run a day in advance so that you kuow how
long it takes to reach there, Thus, you can plan as per your schedule and convenience.
Remember, arviving late for whatever reasons is torally inexeusable,

Take deep breaths: 1f yon have been made 1o wait in the reception. e n glass of
water il take some deep breaths so that vour voice is regulated nnd vou don't seem
shaky, Also, prepare for some small talk, like what vou would be saving about vonrself,
ete, This is essentially to break the ice and you are nt ease instead of sounding like a
diffident person.

(6) Prefer mornings to the second half: Mostly von wonldu't be given an option, bt

in case yone are, take the morning slot to an afternoon one. Though it doesu't always
matter hut youre fresh in the morning and fter voure through, you can plan the rest
of the day-accordingly. If the interview’s scheduled in the the second half, VOU Carry
the baggage of the schedules and plans for the entire day as well as the interview stress
nncl come across ns jaded. ' '

Lastly, it goes withont saving, be relaxed and don't worry too much. The job interview
is for both parties. ie. both for vou and the employer to decide on the respective
suitahilities: so go with wn open wind and try to-be caln,




Some photographs of the program :







Scan copy of student attendance sheet:
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The same program reorganized by the following notification:

A program on
on 15" February
Students of comm
requested to attend.

Date: 09,02.2017

NOTICE frv 3vd pran Mdsvi,
Career Counselling”, will be held
in the E-class room at 10am.
erce & science disciplines are

-

A
Principal
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Case 2

Resource persons belong to a well-known grooming institute for different
competitive exams. The approach was symbiotic in sense as resource persons did
some canvasing on their behalf but at the same time students were immensely
benefited.

NOTICE

FDUQASI‘(;?;[:?&‘F along with an interaciive session will be conducted by ‘RICE
=D i in Fh.c collegt? premises (E-class Room) to promote awareness
regarding competitive eéxaminations, on 09.08.2017 .

- at 3.00 p.m
All the interested s R,
’ L students are requeste e A !
positively. juested to join the said seminar
<1
Date; 08.08.2017 e
Principal

J.K. College, Purulia




Some photographs of the programme :




or furthor enguiry,
please mail us 1o

nelpdesk@riceindia.

org

THANK

Scan copy of student attendance of the program:



Case 3: resource persons are district employment officers

NOTICE

All students of B.A./B.Sc./B.Com. 3w year are hereby
informed that a Career Talk programme will be held on
14.09.2017 at 11.30 a.m. in the E-class Room organized by
Govt. of West Bengal.

All students of 37 year are asked to attend that
programme positively.

=)

Date: 11.09.2017 Principal
J.K. College, Purulia

[t



Some photographs of the programme

PROGRAMME




Scan copy student attendance of the programme :
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Case 4: resource persons are from Eastern institute for integrated learning in
management

NOTICE (3™ Year)

A Programme on Career Counselling will
be held at 12.00 noon in the E-Class Room
on 01.02.2018.

For this, all the students belonging to
3rd year B.A./B.Sc./B.Com. are requested
to attend the aforesaid.

Date: 29.01.2018 Principal
J.K. College, Purulia



Some excerpts & highlights of the programme: the resource persons from EIILM
conducted counseling programme CV writing, GD skill, interview skill. The
programme was highly enriching as the resource person Dr. anupriyo mallik is
from corporate background imparting another dimension to our holistic
endeavor.

Some photographs of the programme:
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Scan copy of attendance sheet of the programme :
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Case 5: resource persons from “aspirant”, a reputed grooming institute

NOTICE

A CAREER COUNSELLING PROGRAMME WILL BE HELD AT E-CLASS ROOM ON
20.9.18 AT AROUND 11.30AM. INTERESTED STUDENTS, WHO ARE SINCERE
LISTENERS, ARE ASKED TO ATTEND.

A

k- 8

Sely PRINCIPAL

Resource persons are from “ASPIRANTS” a well-known coaching institute for
competitive exams.



Some excerpts & highlights of the programme: they highlighted different avenues
which are projected to be prospective. One of them showed techniques of quick
mathematical calculation that inculcated immense interest among the students.

Some photographs of the programme :







Attendance sheet of the programme :
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Case 6: resource persons: employment officer, district employment exchange,
Purulia. Director ( RSETI) Purulia

NOTICE

A CAREER COUNSE| LING PROGRAMME W

; ILL BE HELD AT E-CLASS ROOM O
29.11.18 AT AROUND 11:45AM V1 BCLASS ROOM ON

RESOURCE PERSON: EMPLOYMENT OFFICER, District £m

Purulio. ployment Exchange,

INTERESTED STUDENTS \w/ o
f STED STUDENTS, WHO ARE SINCERE LISTENERS, ARE ADVISED TO ATTEND
dociada dd JATTENE

Vol o ofnlla

PRINCIPAL/TIC

b
Some excerpts & highlights: the district employment officers furnished an
awareness program regarding different govt. jobs and their criteria. One of them
also delivered a lecture on different govt. schemes for small scale
entrepreneurship. Mr. somnath ganguly Director(RSETI)Purulia, UBI. Delivered a
lecture emphasizing different grooming program conducted by them for artisans
& small scale entrepreneurship. The program was highly appreciated and
enriched intersted fellows.



Some photographs of the photograph:
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Scanned copies of signature sheet of the programme:
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Our limitations: Though it is called Career counseling, yet in strict sense, what we do basically is career
guidance. Though this is not a placement cell, it is noteworthy some companies came to our campus to
recruit. For example “JIO” has come recently for the said purpose. Our team advises them, and also has
arranged communication skill development and soft skill development programme for willing students.
These are the two identified domain where they lack. We need to make the whole programme more
pervasive and more effective. Time constraint is the key factor as the programme has to run
simultaneously along with teaching, exam related duties and many more things. Anyway we are
pondering over this and also trying to aware them, particularly those students from financially crunch
background, regarding available Govt. facility etc. so that they overcome their impediments. Our
endeavour is to orient them. Philosophically we believe that though we are not professional counseller,
yet we, the teaching fraternity has got a niche in a student’s life as we do have a special relation with
the students which is neither legal nor blood related. Incorporating this in our stride, our endeavor is to
inculcate a notion in them that their education should pay the dividend in life and encouraging them to
pursue a focused approach to achieve that.



