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Academic Year 2018-19 

Certification Program on “Professional Etiquettes” 

” 

 

 

Name of the Resource Person and Association: Ms. Shrruti Clarence, Freelance Trainer 

Dates: 1st September to 18th September 2018 

Duration: 31 hours 

Mode of Certification: Offline 

No. of Students Enrolled: 53 

Mode of Evaluation: Test 

Objectives of Programme 

 

 To network effectively including making introductions, shaking hands etc. 

 To learn how to dress appropriately for different business occasions. 

 To be trained  on how to be confident and be comfortable when dining in business and 

formal situations 

 To become skilled at verbal and non-verbal signs of communication in corporate 

world  

 To develop an extra edge to establish trust and credibility 

 

Description of Programme 

 

This certification encompasses the various aspects of related to Professional Etiquettes which 

includes personal branding, meeting etiquettes, Email etiquettes, Telephone etiquettes, Social 

media etiquettes, Networking skills and dinning etiquettes to name a few. The overall focus 

was to brush up the Soft skills of the students to make them more confident to face the 

corporate world in more effective manner. Ms. Shrruti Clarence, Freelance Trainer, Airlines 

and Pageant Groomer shared her rich knowledge and experience amongst our students. This 
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program will help in creating a positive impression on colleagues, clients and customers. By 

following the rules of professional etiquette, students can show that they are respectful, 

professional, and trustworthy. 

Outcome of Programme 

Ultimately, the goal of this certification program on Professional Etiquettes was to help 

students develop the skills and knowledge they need to behave appropriately in a professional 

setting. By providing students with the training and resources they need, this programs helped 

them to make a positive impression on others, build stronger relationships, and advance their 

careers. 

 

                The speaker addressing students on ‘Professional Etiquettes’ 

 

            Director  
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Academic Year 2018-19 

Certification Program on “Beginners Course on MS Word 2010” 

” 

 

 

Name of the Resource Person and Association: Mrs. Lubna Shaikh, Assistant Professor, 

MBA IT, Poona Institute of Management Sciences and Entrepreneurship 

Dates: 3rd October 2018 to 20th October 2018 

Duration: 31 hours 

Mode of Certification: Offline 

No. of Students Enrolled: 84 

Mode of Evaluation: Test 

Objectives of Programme 

 

 To help students to gain insights on MS Word 2010. 

 To enable the students to learn the application of window Elements, page design, table 

applications and drawing tools in MS Word 2010.  

 To make the students learn the art of document preparation, setting etc 

Description of Programme 

 

This certification program was conducted for the students increase understanding on MS 

Word 2010. The program covered topics such as formatting techniques, paragraph formatting, 

inserting and formatting tables and proof reading of the Word file. Our in-house faculty, Mrs. 

Lubna Shaikh, Assistant Professor from MBA IT program was the orator. She shared her 

sound technical knowledge on the topic among all the students of MBA, MBA IT and MBA 

HRD. Overall 84 students had registered and successfully completed this course. 
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Outcome of Programme 

By completing this certification program, students gained the confidence they need to use MS 

Word 2010 and other Office programs in a professional way. Students were able to use this 

application effectively which will help them in saving time and effort when creating and 

editing documents. The beneficiaries were updated with the latest features, tools and 

functionality of MS word. The overall program helped the students in becoming well versed 

with the MS Word 2010 which will help them outshine with their performance in their future 

career.  

 

 

Mrs. Lubna Shaikh taking practical session during the Certification Program 
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Mrs. Lubna Shaikh taking practical session during the Certification Program 

 

 

       

   
 

     Director  
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Academic Year 2018-19 

Certification Program on “Women Leadership Excellence Program” 

 

 

 

Name of the Resource Person and Association: Mrs. Zarina Shaikh, Assistant Professor, 

Poona Institute of Management Sciences and Entrepreneurship 

Dates: 3rd January 2019 to 19th January 2019 

Duration: 31 hours 

Mode of Certification: Offline 

No. of Students Enrolled: 28 

Mode of Evaluation: Test 

Objectives of Programme 

 

 To develop a clear understanding of women's leadership styles and approaches. 

 To learn how to overcome the challenges and barriers that women face in leadership 

roles.  

 To gain the skills and knowledge you need to be successful in leadership roles. 

 To be able to demonstrate proficiency in women's leadership through a certification 

exam.  

Description of Programme 

 

In purview of the above objectives, the institute offered this certification program so as to 

develop our female students in leadership roles for their future. This program enlightened our 

female students on understanding the different ways that women lead and identifying their 

strengths as a leaders and overcoming weaknesses thereby developing a leadership style that 

is authentic and effective for them. This certification was successfully conducted by Mrs. 
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Zarina Shaikh, Assistant Professor, Poona Institute of Management Sciences and 

Entrepreneurship.  

Outcome of Programme 
 

This certification program was exclusively for our female students because of the very reason 

that in their professional life, the females are deprived of leadership roles for various reasons. 

This program focused on the diversity and inclusion requisites in leadership, exploration of 

different women leadership styles, building brand as a women leader for effective work life 

integration. Hence our female students have mastered the skills and knowledge taught in the 

program and will be able to apply them in a professional setting. 

 

 

 

Mrs. Zarina Shaikh at the time of Certification Program 
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    Director  
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Academic Year 2018-19 

Certification Program on “Tally.ERP” 

 

 

 

Name of the Resource Person and Association: Dr. Prakash Sharma, Founder, Passion IT 

Dates: 6th February 2019 to 22nd February 2019 

Duration: 31 hours 

Mode of Certification: Offline 

No. of Students Enrolled: 48 

Mode of Evaluation: Test 

Objectives of Programme 

 

 To become familiar with and use Tally for accounting and inventory 

 To provide knowledge about financial accounting topics. 

 To equip students with the skill necessary to register a firm, enter accounting 

vouchers, reconcile Bank statement, perform accrual adjustments and print financial 

statements 

Description of Programme 

 

The purpose of this program was to make our students accomplish the Tally ERP software 

and its associated fields such as accounting, inventory and tax tasks.  Since Tally ERP is used 

by majority of Indian Small and medium size businesses for their daily accounting tasks, this 

program undoubtedly assisted out students in gaining the skill to make them ready for those 

SMEs. 
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Outcome of Programme 
 

Through this program, students could learn how to use Tally ERP effectively in order to save 

time and effort when managing their finances and tracking business transactions in near 

futures. Our students became more confident in their ability to use accounting software 

programs. By completing this certification program, students have gained the confidence they 

need to use Tally ERP and related accounting entries in a professional setting. 

 

 

 

 

Some glimpses of the Certification Program 
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Academic Year 2018-19 

Certification Program on “Financial Literacy for Future Managers” 

” 

” 

 

 

Name of the Resource Person and Association: CA Nisar Shaikh, Proprietor 

Dates: 25th February 2019 to 14th March 2019 

Duration: 31 hours 

Mode of Certification: Offline 

No. of Students Enrolled: 34 

Mode of Evaluation: Test 

Objectives of Programme 

 

 To understand the basic concepts of personal finance. This includes understanding 

how to create a budget, save money and manage expenses. 

 To develop the skills necessary to make sound financial decisions like how to evaluate 

financial products and services and make informed choices about your finances. 

 To be able to apply financial literacy principles to our professional life.  

 To be able to identify and manage financial risks.  

 To be able to demonstrate proficiency in financial literacy through a certification 

exam.  

Description of Programme 

 

‘Penny saved is penny earned’, with this idiom, AKI Poona institute of Management Sciences 

and Entrepreneurship, organised this certification program for all our students irrespective of 

their specialisation. Every student will start earning after their MBA and will have to manage 

and invest their savings in an efficient way so that they will get timely and lucrative returns. 

With this agenda the speaker, who is Chartered Accountant by profession enlightened our 
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students as to how to do personal financial planning, save tax and at the same time get 

handsome returns on their investments. This program also focussed on retirement planning, 

tax saving, safety of mutual funds and allied aspects.  

Outcome of Programme 

This certification program proposed and achieved the following outcome. 

 Improved our student’s financial literacy by learning how to manage their finances 

effectively and reduce their stress levels. 

 Enabled them to make better financial decisions by understanding the different 

financial options available so that they can make more informed choices about 

their money. 

 By completing this certification program, students have gained the confidence 

they need to make sound financial decisions. 

Thus, our students have mastered the skills and knowledge taught in the program and will be 

able to apply financial literacy principles in a professional setting. 

  
 

Few Glimpses of CA Nisar Shaikh addressing during the program 

 

 

      

 
    Director  
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