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SYLLABUS OF TRAINING PROGRAM 

JOB READINESS WORKSHOP - Barclays Life Skills - 24 hour Program 

Module Sub-Module Activity 

Duration 

(in minutes) 

Introduction 

Preparedness 

Introduction 

Ice Breaking exercises 

Birth month game or 

Sing your name  
20 

Goal Settings 

1.Why is it important? 

2.WIIFM 

3.Goals need to be- 

a.Specific 

b.Attainable    

c.Measurable 

d.Relevant 

e.Time-Bound 

Scenario based activity 

on short term, long term 

and immediate goals 

20 

Quick Intro to 1 

Year Mentoring 

program 

Say : Now that you have 

understood Goal Setting, 

GTT is here to help you in 

achieving your long term 

goals - end goals through a 

1 year Mentoring program. 

Why the 1 year Mentoring 

(Show Slides shared as a part 

of Orientation mail - LMS 

Link) 

Explain the importance 

of the 1 year Mentoring 

Program 

Say : Link- of the 

mentoring Whatsapp 

group will be shared 

with all of you 

- Circulate the sheet to 

register the interest of 

students interested in 

Mentoring sessions. 

- Take the help of Class 

Representatives or VPs 

to get students to 

register using the 

Mentoring sheet 

10 

Assessment 

Ask Participants : Have you 

set goals? What is your 

understanding on SWOT 

analysis? 

Discussion 10 

Make your goals SMART  

Topics : Plan a trip/job in my 

dream organisation 

Ask : Is your goal SMART?  

Brainstorming/Q&A 15 

 

 

 



 

Building an 

Image 

Virtually/Online 

LinkedIn (Profile 

Management) 

 

1.Train the candidates on 

how to create LinkedIn 

profile 

2.Explain the 

significance of LinkedIn 

3.Show sample profiles 

of other freshers/final 

year students for better 

understanding 

4.Explain the important 

parts of a profile that 

need to be created 

40 

SWOT Analysis 

Importance of SWOT 

analysis 

Projecting your positive 

attributes 

Case study on self- 

analysis 
30 

 

Assessment 

Ask participants: How would 

you use SWOT Analysis 

Tell me something about 

yourself- strengths & 

weaknesses 

20  

1.What would they do to 

overcome the Threats (major 

focus on communication) 

2.Why is clear 

communication important 

Game- Chinese whisper 15  

Communication 

Skills 

1.Introduction 

2.Ask participants: How 

much time does it take to 

create an impression?  

3.Verbal v/s Non verbal 

4.Communication model 

5.Mehrabian's principle 

6.Written communication 

7.Grammar, sentence 

structure, punctuation 

8.Barriers to communication 

Extempore 

Role plays 

Mock telephonic 

interviews 

60  

 

 

 

 

 



 

  

Transition: Win as much as 

you can with the right 

communication 

Ask : What did you learn? 

What are your observations? 

Can we say 

miscommunication leads to 

conflict? Let's talk about it. 

Word scavenger game  30  

Conflict 

Resolution 

1.What is conflict 

resolution? 

2.Why should you resolve 

conflict? 

3.When should you resolve 

conflict? 

4.How should you resolve 

conflict? Case Study + Discussion 

25  

Transition: Shirley and 

Abdul conflict 

Ask : What are your 

takeaways? Can 

collaborating with each other 

help in this case? Think 

about it. 

20  

Collaboration 

The 3 important skills for 

teamwork and collaboration- 

1.Trust  

2.Tolerance 

3.Self awareness 

Divide them in groups. 

One group being the 

client & the other being 

the delivery partner. Get 

the groups to collaborate 

with each other in this 

scenario and focus on 

collaboration skills 

40 

 

 

  
Transition: After the activity, brainstorming on : How 

collaboration leads to accomodation? 
10  

Accommodating 

1.Points to keep in mind 

while accommodating 

2.Try to keep them flexible 

and simple 

3.Be sure to appoint a 

responsible person/s 

Case study     20  

  
Transition: After the case study, discuss if we cannot 

accommodate then compromise 
10  

 

 



 

Compromising 

1.When should you 

compromise? 

2.Why is it important? 

3.Win-win for both 

Case study 30  

  

Transition: Basis on the case study, discussing when and 

how much should you compromise and what are the 

people skills required 

15  

Quick Intro to 1 

Year Mentoring 

program 

Say : Before we move onto 

People Skills, GTT is here 

to help you in honing all 

skills including People 

Skills through a 1 year 

Mentoring program. 

Why the 1 year Mentoring 

(Show Slides shared as a part 

of Orientation mail - LMS 

Link) 

Explain the importance 

of the 1 year Mentoring 

Program 

Say : Link- of the 

mentoring Whatsapp 

group will be shared 

with all of you 

- Circulate the sheet to 

register the interest of 

students interested in 

Mentoring sessions. 

- Take the help of Class 

Representatives or VPs 

to get students to 

register using the 

Mentoring sheet 

10  

People Skills 

1.People skills for self: 

2.Verbal / Non verbal 

communication 

3.Positive attitude 

4.Listening skills 

5.Openness to feedback 

6.Reliability 

Role play 50  

Transition : Discussion on how changes can help in 

improving people skills. What needs to be done for 

people skills with Team? 

20  

People skills for team: 

1.Leadership 

2.Open-mindedness 

3.Integrity 

4.Teamwork 

5.Fairness 

Role play / videos on 

team work and integrity 
40  

Transition : Role-plays can be planned by dividing the 

participants into groups and thereafter, checking as a 

team if all the members are working towards the people 

skills for the team. Checking is that helping towards 

problem solving and leading to better decision making. 

15  

 



 

 

People skills for problem 

solving: 

1.Identify and define the 

problem 

2.Come up with possible 

solutions 

3.Evaluate the options 

4.Choose the best solution 

5.Implement the solution 

6.Evaluate the outcome 

Questions & discussions, 

win-win solutions, and 

implementation 

20  

  

Transition: Ask them what did they learn? 

Will they adapt to this concept? 

What is adaptability? 

20  

Adaptability 

1.Best ways to implement 

adaptability 

2.Change of thought process 

3.Learning new skills 

4.Changing ways to work, if 

necessary 

Story (WMMC- Who 

Moved My Cheese) 
20  

Checking participants learning from the story (WMMC) 

Transition: Also brain storming on Work ethics. Ask : 

Does the story also talk about work ethics? 

15  

Work Ethics 

1.Following company's 

policies 

2.Effective communication 

3.Taking responsibility 

4.Accountability 

5.Professionalism 

6.Trust and mutual respect 

for colleagues at work 

Scenario based activity 

and videos on 

accountability at work 

place 

30  

  

Transition: Ask : Does trust help you feel 

psychologically safe? Does it make you feel emotionally 

better?  

Move onto a small discussion about emotional well 

being 

5  

Resilience 

1.How to build resilience at 

work? 

2.Pay attention to your 

health 

3.Focus on your physical 

well-being 

4.Practice relaxation 

techniques 

5.Practice reframing threats 

as challenges 

6.Mind your mind-set 

7.Get connected 

8.Practice self-awareness 

9.Watch your stress levels 

Scenario based activity + 

Role plays 
30  



 

 

1.About inner drive/inner 

focus 

2.Its about who you really 

are 

3.Your vision, focus 

4.Your purpose, goals, 

motivations  

Discussion 25  

1.What would you do for 

physical health at work? 

2.Promote healthy lifestyle 

3.Encourage fitter food 

habits 

4.Subside the use of digital 

equipment 

12 hour non-digital 

equipment challenge 
10  

  

Things to do during non equipment challenge 

Transition: How to manage time with or without digital 

equipment  

15  

Time 

Management 

Principles of time 

management: 

1.Planning, organizing & 

prioritizing 

2.The 80/20 rule 

3.Do one thing at a time 

4.Avoid distractions 

5.Learn to say No 

The Mayo Jar activity 20  

  

What was the learning 

taken? 

Transition: Does this help 

you manage your stress at 

work? 

  10  

Stress 

Management 

1.How do you manage it? 

2.Avoid morning Stress 

3.Stay organized 

4.Be comfortable 

5.Forget multitasking 

6.Control perfectionism 

Meditation, laugh out 

loud activity 
20  

  

Transition: Did meditation 

help? Meditation helps us 

become calmer and thus, 

opens us to being more 

flexible. 

  10  

 

 

 

 



 

Flexibility 

1.What is flexibility at work? 

2.Why is it important? 

3.How does it help? 

Case-study (Case study 

about an employee 

who is a dad too and 

needs more  

time to spend with his 

toddler) + Role play 

30  

  

Transition: Did flexibility 

help? Were there any 

challenges? Will you be able 

to meet timelines better if 

you are flexible? 

Try to innovate a solution. 

Elicit responses from the 

participants 
10  

Innovation & 

Initiative 

1.Why is it vital to innovate? 

2.What difference would it 

make? 

3.Would you take the 

initiative to try something 

new? 

Discussion on real-life 

situations 
20  

  
Transition: Did innovation 

work? Analyse the process 
  10  

Analysis 

1.Importance of analysis at 

workplace 

2.How does it help you? 

Discussion on real-life 

situations 
20  

  

Transition: Were you able to 

analyse? 

Did you involve your team 

in the process? Let's talk 

about it. 

  15  

Team work 
1.Why is it important? 

2.What is the significance? 

Blindfold activity / open 

your knots activity 
50  

  

1.What did you learn? 

2.Is your team reliable? 

3.Did you analyse your role? 

does it need change? 

Transition: Will this help 

you with your employability 

cycle? 

Discussion on : Will this 

help you with your 

employability cycle? 

15  

Employability 

Cycle 

1.Job Seeking-First step 

towards job seeking? 

2.How to write a résumé? 

3.What points to highlight? 

4.If the résumé needs any 

changes, how to go about it? 

Get them to write a 

résumé and then evaluate 

it, introduce yourself 

75  

 



 

 

1.Résumé writing-was the 

résumé well written? 

2.Can the participant explain 

it as well? 

3.Is he/she prepared for the 

next step (aptitude test)? 

 40  

LinkedIn - practical check 

 

1.On day 2, check the 

LinkedIn profiles of the 

students 

2.Encourage the students 

to like the GTT page and 

follow GTT, Avani B 

and other important 

profiles of GTT. This 

serves as a check that the 

LinkedIn profiles have 

been created. 

40  

Aptitude test- how to prepare 

for aptitude test? 

1.Brainstorming 

2.Q&A 
120  

1. Presenting yourself during 

a GD 

2. Roles played on GD - 

Observer etc. 

3. How to proceed with the 

next round of interview 

Mock sessions 80  

1.Interview FAQ's 

2.Objection handling 
Mock interviews 40  

The Art of Receiving 

Feedback 

Emphasis on 

Constructive Feedback 

a. During interviews 

b. At workplace 

Openness to Receiving 

Feedback 

40  

 

 

 

 

 

 

 



 

Mentoring 

Say : Now that we are 

ending the program and 

you have learnt many 

skills, GTT is here to help 

you in honing all skills and 

applying them effectively 

through a 1 year 

Mentoring program. 

Why the 1 year Mentoring 

(Show Slides shared as a part 

of Orientation mail - LMS 

Link) 

Explain the importance 

of the 1 year Mentoring 

Program 

Say : Link- of the 

mentoring Whatsapp 

group will be shared 

with all of you 

- Circulate the sheet to 

register the interest of 

students interested in 

Mentoring sessions. 

- Take the help of Class 

Representatives or VPs 

to get students to 

register using the 

Mentoring sheet 

10 

 

Quick Intro to 1 

Year Mentoring 

program 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

ATTENDANCE DURING SESSIONS 

 

 

 



 

 

 

 

 

 

 



 

 

 

 

 



 

PHOTOS DURING SESSION 

 

 

 



 

DAY 1 

 

 



 

DAY 2 

 

 



 

 

 



 

 

 

 



 

DAY 3 

 

 



 

 

 

 



 

STUDENTS FEEDBACK 

 

 



 

 

 



 

 

 



 

PRINCIPALS REMARK 

 

VOTE OF THANKS 

 



 

GROUP PHOTO 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

LETTER OF THANKS 

 

 

 



 

SPECIMEN STUDENT FEEDBACKS 

 

 

 



 

 

 

 

 



 

 

 

 

 



 

 

 

 

 



 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

THANK YOU 


