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Course Name  : Comprehensive Guide for Resume WriƟng 
Course Code   : CC8/19/1/CGRW 
Course DuraƟon  : 6 Month (January to June) 
Date of ApplicaƟon  : 1st Week of January 
Class Start    : 1st Week of February 
Course Fees   : No fee is required for the course 
Eligibility   : Students of UG level of our College 
Mode    : Blended Mode 
Seat Limit   : 50 
Course DuraƟon  : 30 Hours in 6 Month 
Class Day   : Every Sunday 
Class Time   : 11 A.M. to 1:30 P.M. 
ExaminaƟon Time  : 1st Week of June 
Result PublicaƟon  : 3rd Week of June 
CerƟficate Issued  : 3rd Week of June 

Course Outcome 
This course is designed to equip the students to face the emerging challenges in the job market. 

Methodology 
 TheoreƟcal and PracƟcal Approaches. 

 Experience sharing 
 Students’ Seminars 

 Project Work 



 

Module 1:  
IntroducƟon to Resume WriƟng 
Module 2: 
Understanding the purpose of a resume.  
Importance of a well-craŌed resume in the job search 
process.  
Module 3: 
Types of Resumes.  
Chronological, funcƟonal, combinaƟon, and targeted 
resumes.  
Advantages and best use cases for each type.  
Module 4: 
Key Components of a Resume: 
Contact informaƟon 
Resume summary or objecƟve statement 
Work experience 
EducaƟon 
Skills 
AddiƟonal secƟons (cerƟficaƟons, volunteer 
experience, etc.) 
Module 5: 
Formaƫng and Layout: 
Choosing an appropriate resume format.  
Tips for organizing content effecƟvely.  
Font styles, sizes, and spacing guidelines.  
Module 6: 
CraŌing an EffecƟve Resume 
Summary or ObjecƟve: 
WriƟng a compelling introducƟon to grab the 
employer's aƩenƟon.  
Tailoring the summary or objecƟve to the job 
posiƟon.  

The examinaƟon paƩern and marks distribuƟon for the Add On Courses  
Total Marks  : 50 Marks 
Theory Exam  : 30 = i. MulƟple-choice quesƟons (MCQs) : 30 marks (2marks for 15 quesƟons)  

ii. Project report / PresentaƟon : 10 marks 
iii. Internal Assessment   : 10 marks 

This distribuƟon allows for evaluaƟng both theoreƟcal knowledge and pracƟcal skills, along with 
assessing the student's consistency and engagement throughout the course. 

Module 7: 
HighlighƟng Work Experience: 
Structuring work experience secƟon with job Ɵtles, 
company names, dates, and job descripƟons.  
Using acƟon verbs and quanƟfiable achievements to 
demonstrate impact.  
Module 8: 
Emphasizing EducaƟon and Relevant Skills: 
Showcasing academic achievements, degrees, and 
relevant coursework.  
IdenƟfying and presenƟng transferable skills 
applicable to the job.  
Module 9: 
Customizing Resume: 
Tailoring the resume for specific job applicaƟons 
Researching the company and job requirements to 
align resume content. 
Module 10: 
Proofreading and EdiƟng: 
Importance of thorough proofreading.  
Tools and techniques for ediƟng and refining resume 
content.  
Module 11: 
Finalizing of Resume: 
Reviewing the completed resume for consistency and 
accuracy.  
Choosing the appropriate file format and method of 
submission.  
Following up aŌer sending the resume.  
 

Course Name: Comprehensive Guide for Resume WriƟng 
Course Code: CC8/19/1/CGRW 

Overview of the Syllabus 
Class DuraƟon: 4 hours for each module 

Gradation:  A=50-60%  A+=60-70%  O=70-100% 
Assessment and Certification: 
Theory and practical examination after each module.  
Final Project: Solving a real-world computer-related problem.  
Course completion certificate. 
 


