
 

 

New Horizon Quality Assessment & Skill Development 

Center 

Induction program for the newly joined admission department staff of 

NHCE on 17th August 2021 at library video conference hall.  
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Total No of participants: 4 

Objectives for induction:  

1) To help the newly joined non-teaching staff to get awareness about the culture and 

expectations of the institution and department they will be working for. 

2) To make the participants understand the importance of grooming and the 

expectation by the institution pertaining to physical presentation, dressing, body 

language, personality & professional etiquette. 

3) Differentiate between assigned roles and responsibilities to be fulfilled. 

4) Importance of brand image and contribution of brand ambassador towards the 

growth of the institution.  

5) Role of team player & his or her contribution in making a successful team. 

6) SWOT analysis and its impact on personality both for professional & personal 

growth. 

7) Expected personality traits that are inevitable for the role which they have been 

hired. 

8) Developing the expected skill sets for fulfilling the responsibilities in a professional 

manner.  



Ms. Hima Bindu Chilla educational analyst from NHQASDC has conducted half a day program 

for the newly joined admission staff of NHCE.  

The trainer started the session by asking participants to introduce themselves to others by 

stating their qualification and previous experience, this was an ice breaker to involve the 

participants for the upcoming session.  

The participants were shared with the culture of the institution. Under this the trainer 

covered: 

1) Dignity & decorum to be followed 

2) Unspoken rules at office 

3) Importance of timelines 

4) Office & professional etiquette 

5) Importance of personal Grooming- dressing & presentation etiquette 

6) Importance of body language & its impact on personality 

After discussing the above in detail with various situations and examples, the trainer 

moved towards making participants realize the difference between tangible & intangible 

components in grooming. Where tangible were the physical appearance and features 

related to body language & dressing intangible was told as the personality traits. In 

order to give clarity about the traits required for the job role for which the participants 

were appointed an activity was conducted and to help them tone up their brand image 

which in turn would help them contribute to the brand image of the institution  

Trainer showed visuals of four products, Maggi, Dairy milk, Amul butter & Thump up 

can. The participants were asked to list all that they know about the product and also, 

they were asked to consider these products as persons and list down the factors which 

made them outstanding from other brands. This exercise gave the participants the 

clarity about how personality plays major role in defining a person.  

The expected personality traits were discussed in detail with various examples, visuals 

and videos   

1. Conscientiousness - Responsibility, Accountability, Honesty, Dependability 

2. Curiosity- Learnability, Exploring new knowledge/ style 

3. Drive- Enthusiasm, Self-motivation, Smart behavior 

4. Goal-Oriented-Persistence, Personalized tactic/style, Vision 

5. Empathy-Customer-centric mind set, Listening, Negotiation Skills 

6. Humility- Approachable, Assertive, Relationship building skills 

7. Grit -Tougher, Bounce back, Emotional balance 

8. Optimism -Positive attitude, Positive energy, Positive outlook 

9. Ambition and Passion for Sales-Affinity, Affection, Thrill 



After establishing the link between expected personality traits and etiquette, the 

participants were told the importance of self-marketing as part of branding exercise. To 

establish the importance of understanding how they can convert their strength to 

opportunities, participants were asked to do SWOT analysis in which the trainer instructed 

the participants to list down the strengths they possessed, weakness they would like to 

overcome, opportunities and threats they foresee in their professional life.  

This exercise gave the participants clarity about how can they hover on the strengths and in 

which manner they can overcome their weakness.  Participants were shared with skill set 

which they need to possess and which would act as strength for fulfilling their 

responsibilities assigned to them.  

1) Adaptability skills 

2) Decision making skill 

3) Conflict resolution skill 

4) Right communication skill 

5) Innovative/ creative thinking skill 

6) Team player & leadership skill 

A video was showed to the participants in which different types of team players were 

identified and how to deal with such types was thoroughly discussed.  The role of the team 

player & importance of teamwork were discussed. To sink in the concept of team work among 

participants’ trainer shared with them the case study on ants. Participants were asked to share their 

observations about army of ants by showing a picture.  

It was told to the participants that for the success of any team, team players have to follow the ant’s 

rule book, which is  

1) Adapt to surroundings 

2) Mind your business 

3) Be brave 

4) Hard work matters 

5) Sense of discipline 

6) Ignore diversions 

7) Spirit of sharing 

8) Prepare ahead 

At the end of the session, participants were able to clearly understand their roles and 

responsibilities and the expected behaviour from them to successfully sustain and perform 

their job roles. Participants were asked to share with QASDC written feedback in form of 

one-page report about their learnings take home from the session which they submitted.   


