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ACTIVITY REPORT 

ACADEMIC SESSION 2022-2023 

ORGANIZER Bhiwapur Mahavidyalaya in collaboration with Pradhan 

Mantri Kaushal Vikas Yojana (PMKVY) under Ministry 

of Skill Development and Entrepreneurship (MSDE) 

implemented by National Skill Development Corporation 

(NSDC), Government of India. 

NAME OF THE 

ACTIVITY  

Certificate Course in Domestic Data Entry Operator 

AREAS COVERED   Data Entry Skills 

 Typing Speed and Accuracy 

 Computer Basics 

 Data Management 

 Data Security and Privacy 

PROGRAMME 

SCHEDULE  

From 28
th

 March, 2022 to 28
th

 September, 2022 

VENUE  Computer Lab of Bhiwapur Mahavidyalaya, Bhiwapur 

MODE OF ACTIVITY  

 

Offline 

ORGANIZING 

COMMITTEE 

COMMITTEE FOR RUNNING B. VOC. DEGREE 

PROGRAMMES (Bachelor of Vocation), COMMUNITY 

COLLEGES, CAREER ORIENTED PROGRAMMES, 

ADVANCED DIPLOMA PROGRAMMES AND ONE 

STUDENT ONE SKILL PROGRAMME (OSOSP) 



PROGRAMME 

COORDINATOR 

Asst. Prof. Dr. Anita V. Mahawadiwar 

COMMITTEE 

MEMBERS 

1. Asst. Prof. Dr. Ashwini M. Kadu 

2. Asst. Prof. Amit Thakare 

3. Asst. Prof. Sachin Kubade 

4. Asst. Prof. Darshana Dhamdar 

KEYNOTE 

SPEAKER/RESOURCE 

PERSON (Furnish a Brief 

Report on the Keynote 

Speaker’s Expertise) 

Asst. Prof.  Shailesh T. Patil 

Educational Qualifications: 

Master of Computer Management, 

R.T.M. Nagpur University, Nagpur 

Languages : C, C++, VB 6.0, VB Net, C#.Net 

Frameworks: DOT. Net, JavaScript  

Asst. Prof.  Shailesh T. Patil is a renowned trainer in the field 

of Domestic Data Entry Operator. He worked in R.A.K. 

Softech Pvt. Ltd. as a Software Engineer. Alongside, he also 

worked at Chester Institute, Nagpur as a CVB Programming 

Instructor. 

NODAL OFFICER Asst. Prof. Dr. Vinita Virgandham 

TARGET GROUP  Candidates of Indian Nationality Who: 

1. Aged between 15-45 years.  

2. Should possess an Aadhaar Card and an Aadhaar 

linked Bank Account.  

3. Should possess 6
th

 Class Certificate or any other 

Educational Degree or Certificate. 

4. Should be unemployed or the participants should be 

dropout students. 



NUMBER OF STUDENTS 

PARTICIPATED / 

BENEFICIARIES  

Forty Participants 

SYLLABUS AS PER THE 

MODULE 

UNIT – 1 

Introduction 

Unit 1.1 - Introduction to IT/ITeS Industry  

Unit 1.2 –Understanding of Computers  

Unit 1.3 – M.S Office & Data Confidentiality  

Unit 1.4 –Enhance Typing Skills 

UNIT-2 

Undertake Data Entry Services (SSC/N3022) 

Unit 2.1 - Job Responsibilities of a Data Entry Operator  

Unit 2.2: Customer Orientation in Data Entry Roles   

Unit 2.3: Performance Measures 

 

UNIT-3 

Manage Your Work to Meet Requirements (SSC/N9001)  

Unit 3.1 -Time Management  

Unit 3.2 -Work Management and Prioritization 

Unit 3.3 -Quality and Standard Adherence 

 

UNIT-4    

Maintain a Healthy, Safe and Secure Working 

Environment (SSC/N9003)  

Unit 4.1 -Workplace Safety 

Unit 4.2 -Report Accidents and Emergencies 

Unit 4.3 -Protect Health and Safety at Work 

 



 

UNIT-5   

Employability and Entrepreneurship Skills  

Unit 5.1 – Personal Strengths & Value System 

Unit 5.2 –Digital Literacy – A Recap 

Unit 5.3 – Money Matters  

Unit 5.4 – Preparing for Employment & Self Employment 

Unit 5.5 –Understanding Entrepreneurship 

Unit 5.6 – Preparing to be an Entrepreneur 

BRIEF REPORT   

Pradhan Mantri Kaushal Vikas Yojana (PMKVY) is one 

of the flagship Skill Development Programmes of Ministry of 

Skill Development and Entrepreneurship (MSDE) 

implemented by National Skill Development Corporation 

(NSDC), Government of India. Bhiwapur Mahavidyalaya, 

under the auspices of its IQAC Chapter, collaborated with 

National Skill Development Corporation (NSDC), 

Government of India and conducted six months Certificate 

Course in ‘Domestic Data Entry Operator’ for the dropouts 

and unemployed youth of Bhiwapur and its adjacent villages 

from 28
th

 March, 2022 to 28
th

 September, 2022. The main 

objective of this Skill Certification Programme is to enable the 

dropouts and unemployed youth to take up industry relevant 

Skill Training Courses that will help them in securing decent 

livelihood. 

 

The objectives of the scheme were to: 

 

 1. Provide support to youth for Skill Training and    

Certification. 



 2. Benefit youth through Skilling Certification. 

  

Eligibility: 

Candidate of Indian Nationality Who: 

1. Aged between 15-45 years.  

2. Should possess an Aadhaar Card and an Aadhaar 

linked Bank Account.  

3. Should possess 6
th

 Class Certificate or any Educational 

Degree or Certificate 

4. Should be unemployed or the participants must be 

dropout students. 

Accordingly, we made wide publicity through leaflets and 

Notices in Bhiwapur and its adjacent villages to encourage the 

unemployed and drop out local youths to take the maximum 

benefits of this special initiative of Government of India. In 

all, forty unemployed and dropout youths from Bhiwapur and 

its adjacent villages enrolled their names in the ‘Certificate 

Course in Domestic Data Entry Operator’.  

Dr. Jobi George, the Principal of Bhiwapur Mahavidyalaya, 

Associate Prof. Dr. Sunil Shinde, Associate Prof. Dr. 

Madhukar Nandanwar, Asst. Prof. Dr. Mangesh Kadu, the 

IQAC Coordinator, Asst. Prof. Dr. Vinita Virgandham, Nodal 

Officer of the Course, Asst. Prof. Dr. Anita Mahawadiwar, the 

Coordinator of ‘One Student One Skill Programme’, Asst. 

Prof. Ashwini Kadu, Asst. Prof. Amit Thakare, Asst. Prof. 

Sachin Kubade, Asst. Prof. Darshana Dhamdar and Asst. Prof. 

Someshwar Wasekar appreciated the participants for their 



active participation in the Course. Asst. Prof.  Shailesh T. 

Patil, the Master Trainer of the ‘Certificate Course in 

Domestic Data Entry Operator’ coordinated and worked hard 

to make this Skill Oriented Course a grand success. 

Upon completion of the ‘Certificate Course in Domestic Data 

Entry Operator’, Certificates had been issued to all the 

participants. 

PROGRAMME 

OBJECTIVES 

 To impart practical data entry skills to students. 

 To enhance their Computer literacy. 

 To foster employment opportunities in the data entry 

sector. 

 To promote the One Student One Skill Programme. 

 The course often includes basic Computer literacy skills; 

ensuring that the students are comfortable with the 

application of Computers for data entry. 

 The course covers principles of professionalism and work 

ethics to prepare our students for the workplace. 

 To enable and mobilize a large number of youth to take up 

industry designed quality skill training. 

 To make our unemployed youth employable so as to 

enable them to earn their livelihood. 

 To increase the productivity of the existing work force. 

 To align skill training with the actual needs of the 

Industry. 

 To encourage standardization of the certification process 



and put in place the foundation for creating a registry of 

skills. 

 To make the youth competent to face the challenges in 

future. 

 To develop market based talent among the youth. 

 To reduce the unemployment ratio.  

 To develop the overall personality of youth. 

 To give wider exposure to youth in exploring their 

hidden talents.  

 To ensure the holistic development of unemployed 

youth. 

PROBLEMS FACED, IF 

ANY 

 Designing a comprehensive and up-to-date curriculum 

that covers relevant data entry skills and technologies was 

challenging. 

 Finding experienced instructors who could effectively 

teach data entry skills and keep the course engaging was a 

hurdle.  

 Ensuring access to necessary Hardware, Software, and 

facilities for practical training was costly and complex. 

 Attracting enough students to enroll their names in the 

course required effective marketing and outreach efforts. 

 Maintaining the quality and consistency of instruction and 

assessment throughout the course was challenging. 

 Ensuring that the certification process is fair and credible 

and that students meet the required standards for 

certification was challenging. 

 Keeping students engaged and motivated throughout the 



course, especially in a remote or online setting, was 

difficult. 

PROGRAMME 

OUTCOMES 

 Data Entry Skills:  

Students acquired proficiency in data entry techniques, 

including keyboarding skills, data input and accuracy in 

typing. 

 Software Proficiency:  

Students learnt how to use common data entry Software 

tools like Microsoft Excel, Word, and data entry Software 

systems. 

 Speed and Efficiency:  

Students were trained to improve their typing speed and 

data entry efficiency, allowing them to complete tasks 

quickly. 

 Data Management:  

Learnt how to organize and manage data effectively was 

the key outcome, including sorting, filtering, and basic 

data analysis. 

 Error Detection and Correction:  

Students were trained to identify and rectify errors in data 

entry, ensuring data quality. 

 Documentation:  

Students learnt how to maintain proper records and 

documentation of data entry work is essential. 

 Mobilized a large number of youth to take up industry 

designed quality skill training. 

 Succeeded to develop employable and market ready 



workforce.  

 Increased the productivity of the existing work force. 

 Aligned skill training with the actual needs of the 

Industry. 

 Encouraged standardization of the Certification process 

and put in place the foundation for creating a registry of 

skills. 

 Forty candidates participated in the ‘Certificate Course in 

Domestic Data Entry Operator’.  

 Participants became competent to face the challenges in 

future. 

 Reduced the unemployment ratio. 

 Developed youths’ interest in the ‘Certificate Course in 

Domestic Data Entry Operator’.  

 Built confidence among the participants.  

 Developed the overall personality of participants. 

 Gave wider exposure to the youth in exploring their 

hidden talents.  

 Upon completion of the Course, the participants received 

Certificates. 

FEEDBACK OBTAINED 

FROM STUDENTS/ 

BENEFICIARIES/ 

ACADEMIC PEERS  

The overall response of the participants was excellent. 

Towards the end of the ‘Certificate Course in Domestic Data 

Entry Operator’, all the participants thanked the College 

Administration and made earnest request to the authorities 

concerned to conduct such programmes in the future also.  

Feedback from both the students and the Master Trainer was 

overwhelmingly positive. Students appreciated the practical 



nature of the course, while the Master Trainer commended the 

dedication and eagerness of the participants to learn. 

PHOTO GALLERY 

WITH CAPTIONS 

Asst. Prof.  Shailesh T. Patil, the Master Trainer of the 

‘Certificate Course in Domestic Data Entry Operator’ 

conducting the Class. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Participants attending the class of the ‘Certificate Course in 

Domestic Data Entry Operator’. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



SCANNED COPY OF THE 

ATTENDANCE SHEET  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

Letter of correspodence regarding the confirmation of our 

Institution to start Skill Hub Initiative at Bhiwapur 

Mahavidyalaya, Bhiwapur. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Notice of the ‘Certificate Course in ‘Domestic Data Entry 

Operator’ was circulated among the drop out and unemployed 

youth through WhatsApp. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Correspondence through email regarding Organizing On-

Boarding Registration.  

 

 

 
 

 

 

 

 

 

 

 

Principal 

Bhiwapur Mahavidyalaya 
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