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OB PROFILE

My job profile at Shine Projects was “Sales and Marketing Intern.” Here 1 was
given a proper training for the first two weeks.

During the training session, my teammates and | were trained in different
fields of marketing and sales.

| was given the job of making a report of every training session and compile
them in a folder for future use.

I was asked to make pitch deck on several mock services and that would be
corrected by our seniors.

Initially | worked in the Research and Development department for a week
and after that | was shifted to Sales and Marketing

| wrote several reports and took updates on the data collection of the
students who were enrolling for the courses,

Later, the last two weeks went on making cold callings and prospecting to
the targeted students,

| was trained in the entire end to end process involved in B2C sales.

The entire mentoring was done by Harsha Sir who is also the owner of Shine
Projects.
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JOB PROFILE

t ever internship was with ORAD CONSULTANCY Pvi. Ltd We have to
int presentations as study materials for Spoken English. Here | was
aral kinds of work during the one-month period.

were two types of level : Beginners and Intermediate. In the
nners level, there were different kinds of categories from pre-school

.3 waldren to college student whereas in the intermediate level, there were

categories from the Job seekers to Government Officials.

The course period for Beginners level was 75 days and that ofIntermediate
level, was 40 days.

| was assigned one category from each of the level. From the Beginners
level, 1 had to make 75 presentations for Class 9-10 students. And from
the Intermediate level, | had 1o make 40 presentations forJob seekers.
From 28" August to 13" September, 1 made the presentations. Each
presentation was based on differentthemes like music, nature, social life,
disasters etc. 1 had to make the whole presentation based on that particular
theme.All the presentations included different pans like part 1-vocabulary,
part 2 - grammar, part 3 - common words used, part 4 - common
phrases used and part 5 - a spoken English activity.

From 14" September to 28" September | was assigned with a different
work that was of editing the presentations which were made by others on
other categories.

| had to proofread the presentations and look for any errors or
grammatical mistakes. | also had to edit the presentations incase the
materials provided by others were not matching with the given theme.

| had to make minimum 8 presentations per day in order to complete all the
75+40 presentations within 31 days and also proofreading the presentations
as much as possible during that time.

First two weeks | was assigned as a Content Developer and Writer and the
next two weeks 1 was assigned as a Content Editor.

The above mentioned are a glance of my job role | did as an intern throughout
the one month longinternship at ORAD CONSULTANCY Pvt. Lid.

10



LCertificate provided at the end of the internship.
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JOB PROFILE

My first internship was with Purple Pictures production house. Here | was
allotied different kinds of work as a Creative Producer duning the one-month
period.

# To handle and manage the crew towards the clear-cut concept of the
Creative part.

» My first work was to read the treatment copy (seript) thoroughly and look
for preferable references.

# After collecting all the references 1 had 1o make several presentations
(PPT) based on costumes of the actors, background sctup layouts,
important expressions and body movements or gestures.

# | had to send those final presentations to our directorial group.

# One of the most important chores of my every day work was to call up my
other team mates and colleagues for the basic required arrangements.

# | had 10 inform all the necessary changes to our director Narayan sir.

# Another mportant part was 1o collect all the relevant video clips that
would help to understand the script easily.

# | also had to search for sample pictures for the product shoot.

# The major part of this job is the availability; | had to be active 24&7 and
take notice of all phone calls, mails and texts.

# During this internship | got an opportunity to see a real set up of a shooting
and the actual shoot with famous actress Juhi Chawla.

-



ANNEXURE 1

Certificate provided at the end of the internship.
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JOB PROFILE

whiz!/pp

When [ started looking for internship, WhizUpp was the first company that
selected me as an intern and | was selected as the Human Resource Intern and
worked there for a period of two months.

My Job role was of human resource intern. As a human resource intern, | was
assigned to certain tasks, In the first place. | was given a list of contact details, to
which I had to make calls. The contact details were of interested candidates who
had applied for digital marketing and social media marketing internship.

After making calls to the candidates and shortlisting them. | had to assign
them with the task,on the basis of which their final selection would be made.
After the task was submitted and the interns were finally selected. My job was to
edit the draft offer letters and send it to the sclected candidates with their job
profiles.

My next task was toarrange a zoom meeting with all the selected candidates and
the company CEO, Mr Nitin Mathur. After the meeting was done my job was (o
explain about the job rofe to the digital marketing intern and social media
marketing intern, collect their necessary documents explain to them the company
policies and the perks of working with the company. And finally, T had to do with
all the onboarding processes.

My next task as an HR intern was that of establishing and maintaining a link in
between the organisation and the Digital marketing and social media marketing
interns and coordinate with them. And lastly my work as an HR Intern was to
make necessary changes to the drafi certificates and. Letter OfRecommendation
and send the. Certificates and LOR1o the candidates who have who
hassuccessfully completed the internship.



Date: 20F* September 2020

Certificate of Appreciation

This ts to certify that Ms, Aditi Bhattacharyya has done her internship as Human Resource Intern,
from 18% July.2020 1o 18" September,2020.

During the internship She demonstrated sell-motivated attitude to learn new things. Her
performance exceeded expectations and was able to complete the task successfully on time.

We wish her all the best for his future endeavors.

Warm regards,

fard et

Abhishek Chaudhary
Project- Head
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OB PROFILE

Here | was supposed to do several works during the one-month internship

period.

| was asked to write an article which told a simple story about the
friendship between mother and daughter.

Then Moumita Ma"am gave me a topic and wrote on “Most Memorable
Moments Before Lockdown™.

One day evening Moumita Ma’am called me up and asked me to write on
3 picture,

After some days, ma'am told us to write about guotation gave two
examples of it.

Another important day of my internship | was assigned to write on
Mahalaya. | was asked to write an article on that topic.

On 25" September night | received a text from Moumita ma'am and she
told me to write about "World Contraception Day” and how it celebrates
and why it is important.

A part from these, | was supposed to like, comment and share other posts

of this page.

These are some examples of my work which | did as a Content Writer

during my internship period for The Wordsmiths.
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RITAM BANGLA
JOB PROFILE

My first intemnship was with the News Agency Ritam Bangla. Here | was given
various kinds of work during the one-month period.

o A detailed review of Buddha in a Traffic Jam by Vivek Agnihotri.

o | had to collect the hinks to the indigenous news portals of different
districts in West Bengal and prepare them in an excel sheet.

e | also prepared a news article on the former President, Late Pranab
Mukherjee, following his death.

o | attended the virtual conference of the Bengaluru Democratic Party on
the Bengaluru riots and prepared a report on it

e A report on PM Modi's new HR initiative

¢ Translated the article on Justice (retd.) Jyotirmoy Bhattacharya to
Bengali.

o Collected the twitter handles of all the influential and active members of
the BJP, TMC and Congress.




Participant’s Profile

NAME - TAMAGHNA SAHA

CLASS - 3*° YEAR

SUBJECT - COMMUNICATIVE ENGLISH

ROLL NUMBER - BAV/18/0197

CU REGISTRATION NUMBER - 013-1211-0197-15
CU ROLL NUMBER — 182013130015

COLLEGE - GOKHALE MEMORIAL GIRLS' COLLEGE
YEAR - 2018 - 2021

Endorsed by -

— —_—— _——aa =

af the P IM
St ol o khale Memorial Gia' Callsge

Signature of the Course Co-ordinator with stamp-

!L—d""t* LA (O

Skgnature of the suparvisor wih-Stamp—

Ak B d it

Signature of Externe-Examiner




JOB PROFILE

This is my third internship but this time it is for my college project. On the first
day of my joining, | was briefed with the work | am going to do.

My work was purely editorial. | had to call up the assigned reporters
from every district, everyday, early in the morning for news updates.
After that, | prepared a complete news article on the respective news in
a given time and got it checked by the editor-in-chief, Ms Manogya
Loiwal.

| had to also collect stories along with bytes, visuals, scripts from the
reparters and stringers and make a brief news article on it which are
termed as 100 Khabar'. Around 10-12 such articles were written by me.

Another important part of my work was to transcribe interviews of the
editor in chief, Manogya ma"am,

| was also assigned to write press releases.

| have also done some ground level work alongside ma'am where | had
the opportunity to interview personalities like Chandrima Bhattacharya.

The above mentioned are just a glimpse of the work | did as an intern for
India Today and Aa| Tak.




Experience Gained

By the end of the internship, the most valuable thing | gained from my work
place is the experience. The opportunity to work in @ media house for two
months made me experience things that was very new to me. The experience |
gained was strictly professional. To work under such a well-known editor, Ms
Manogya Loiwal was a wholesome experience all together.

During this time, | have met different kinds of people coming from different
backgrounds and maintained a cordial relation with each one of them.
Sometimes it was difficult to adjust with a few people but then | was asked by
my mentor to not take things personally and maintain the professional terms
with them.

Also, my communication skills and writing skills have improved to a better
extent. | have learned to communicate freely with people whom | have never
met without being hesitant.

Another important thing of this internship is that it has made me responsible.
It has taught me to take up responsibilities and | have also learmed to compete
all my works within the given deadline.

e S By et e
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JOB PROFILE

Throughout my intemship various Kind of work were allotted 1o me that | have enlisted
below. Through these work assignments, | have gained the necessary work experiences that
would be beneficial for me in my future endeavours.

* | had to surf many sites and pages for ideas on regular basis.

* | was assigned to write on different topics.

o | had to also write on own when there is no topic by the page on that | can share my
own ideas and feclings through my writing,

s | had 1o also keep an eve of on our post that have been uploaded in the page and reply
to the comment that have come on the posts.
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JOB PROFILE

Throughout my internship, various kinds of work were allotted to me that | have
enlisted below. Through these work assipnments, | have gained the necessary work
experience that would be beneficial for me in my future endeavours.
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I had to surf net to get ideas of the essays on different topics

| was assigned the task of making and maintaining a copy on regular
basis where | noted down my everyday work

| was assigned to write articles for a week on different topics.

Another week they assigned me to write essays on different topics.

| was assigned to poem on different topics.

Also They assigned me to write my experience on different topics

I was assigned alsg a1 I nda ' e5

| was also assig
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JOB PROFILE

My first ever Un Job Traiming projoct 15 on the mlemahap expenence m The Kolkata Buzz. Here |
was allotted severnl kinds of work during the one-month period

| didd tovy ssbernship in The Kolkata Buze ms o condent wiiter and blogger.

My very first work on a daily hases as an interm of o city portal was (o read as many books,
pournals, ries regarding Benpal, mostly West Bengal and Kolkata, a3 possible and jot down
the speciadities of Kolkata,

One of the most important part of my every day work was, | had 1o resd anicles, regular
newspaper and select one write up acconrding to that, regarding Kolkam or West Bengal and
hadl 1o mnform the 'R bead and the founder and owner af TKH in the official group of it and
iff they used 1o give permission on those topics then | used 1o stan writing.

I always had 1o focus on the street side specinlities of Kolkata. Also, 1 bad 10 focus on the
Binous places of Kotk and T had 1o write about it My job was 1o show the speciulities and
beauty of Kolkata 1o the outsiders and alswo to the mmiders who are still now ungware of those

facts, through my write ups with perfect detailing.
O the special days and festrvals of Bengal and West Bengal, my work was io write sbowt

thinse special days mnd festivals before hamd submit so that they can oplosd and people can
get 1o know sbout our City, Kaolkats from TKB's portal,

FlFage
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INTERNSHIP CERTIFICATE

To UWhom it may concern

This is to cortify that Wise Sritama Dutta dauglter
of St Goutam Dutta nesiding at 258, Rambnisha
Sarani , Sreema Palli, Behala, Rlo-60 has very
duccessfully completed ome monlth internskif under my
guidance on a very nelevant Uofie ée. tew laws that
every woman should bnow lo take wecessary legal sleps
fo frocoen? domedlic wiolemee againdt woman. Ske
contacts me (regucntly duning tewune of this ome month
peiod for meccssary guidance and apdated legal
documents for her frojects. She ca very howeot and
prainstaking . 7 wick hien every suecess in life

*:"‘[—*:'.] _fap2]
.‘ -J-'.I'
Dilip Roy
mmnnn’:-mhnﬁr-“
Ex-Oificie Assl. Seceatary
il L& LR wnd AR & R Depariman
‘Habarns




PARTICIPANT’S PROFILE

NAME - DISHA ROY CHOWDHURY

CLASS - B.A (UNDER CBCS SYSTEM)

SUBJECT - COMMUNICATIVE ENGLISH ( MAJOR)
CUROLL NO - 182013-13-0018

REGISTRATION NO - 013-1211-0247-18

SESSION - 2018-2021

COLLEGE - GOKHALE MEMORIAL GIRLS' COLLEGE
ENDORSED BY : SIGNATURE OF THE PRINCIPAL

Principal
Gokhale Memorial Girls' Coblege
SIGNATURE OF THE POST QUADINATOR Hend of tho Defpavhast.

SIGNATURE OF THE PROJECT SUPERVISOR
_:,.4£ q_,‘.!u-'tu ¥ LIS T .p'_.l.u,..l:l,.._

EVALUATED BY : SIGNATURE-OETHE INTERNAL EXAMINER-

M‘ £ gl bunts

SIGNATURE OF THE-EXTERNAL
EXAMINER




JOB PROFILE

Throughout my intemship, various kinds of work were allotted to me that | have
enlisted below. Through these work assignments, 1 have gained the necessary
work experience that would be beneficial for me in my future endeavours

I'had to submit three writings in a week in the page.

I had surf internet a lot to have some ideas for the content writing
they have given 1o me.

[ was also given the job of PR of the page.

The page admin had also given me the job of selecting the pictures
of the picture based writing.

| had written quotes and shayaris for the first time and it was so fun.
At first it was a bit difficult for me 1o write quotes because | haven't
wrote anything before like that.

Miss Moumita Mondal helped me by giving some examples of how
shayaris are written and it really worked.

| had written short conversation stories which was liked by many
readers.

We had also given special assignments on some special 1opics and
on some special days to write on.

| had to develop my writing skills a Jot .

Film reviews and poems were quite challenging for me because |
had to write those contents having the knowledge of how will it
attract the readers .

(1]
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JOB PROFILE

Throughout my internship, the works were allotied 10 me that 1 have enlisted
below. Through these work assignments, | have gained the necessary work
experience that would be beneficial for me in my future endeavours.

% 1 had to give three wrilings per week:

% 1 had to do content writing and creative writing both,

& | had to submil three write ups in a week.

% | had to write on difTerent topics and contents given by Moumita ma'am.

% She somctimes would give me different pictures about which T had 1o write
creatively. Seeing the picture whatever | felt 1 had to wiite about 1.

< | had 1o write a thank you letter to an important person of my life.

< | had 1o write about fricndship day.

< 1 had to write quotes,

< 1 had 1w write conversational story.

& | had to write about any one memorable moment before lockdown.

& [ had to write snother letter saying somy/thank you 1o an important person
of my life.

& | had to write a letter to a fictional charscter of any story, telling him/her
how he/she has inspired me in life.

@ | had to write two write-ups of my own. The topic also | had to think of by
myself.

& Whenever my write ups got published on the page, [ had to keep an eye on
the post so thai | can reply to the comments which are made by the
followers of the page.

% I had to promote the page through my social media platforms.

% | had to promote the other write ups posted in the page along with my write
ups through my social media platforms.
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PARTICIPANT'S PROFILE

NAME: ARUNIMA TARADAR

CLASS: " YEAR

SUBJECT: COMMUNICATIVE ENGLISH

ROLL NUMBER: BAV/18/01935

REGISTHATION NUMBER: 013-1211-0283-1%

COLLEGE: GOKHALE MEMORIAL GIRL'S COLLEGE YEAR (2018-2021)

Endorsed by:

{: Clo~ FK-""
Signature of the Principal with stamp Principal
Gokhale Memorial Girls' Callege

Signamre of the Conrse Co=ondimaior s sth-siamp-
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Signature of the Superyisor-wil-sinmp

— = —
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JOB PROFILE

My first ever ilemship wiis with The Wordsmiths (Facebook write wp page). As | gt
sebectad, 1he tanks, rubes, ond dendlings were mentioned by mentor brielly. So, | wis allotied
the kinds of work during Use cise-mainth period.

My very first work on g daily basis was o create content for each day or fwo on jopics
gven by the mentor, She nsed to fix a time for subrmission

The topics given was 34 m a week. According 1o the writing quality those used o gt
published on the pape.

If the wrileops were nol up fo the marks then, 8 day or hall was given for editing

A woek lnter, picturing writing and ooalysing was also given so, | gob 0o keam creative
wrinng as well

Another important part of my inlemnship wos promotiog the peae and wrileups sharing
wiis zleo o hasic ok lidoe s PR

Morcover, some motivationn] contents were published about many crives faced during
quarmniing,

The last and & different from others teace i the month | worked was (o give and shane
at call with the mentor on hiow | am expenencing and all abowt my improvements
wis discussod with her,

Ihe above-mentioned works are just o glimpse of the works | did @ an itern n te
one-month long intermship for The Wordsmiths,




CERTIFICATE OF
COMPLETION OF INTERNSHIP

Thuis certific abe i amarded 1o
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Participant’s Profile

NAME : MEGHA SOME

CLASS : 3" YEAR
SUBJECT : COMM
ROLL NUMBEE
REGISTRAT,
COLLEGE
YEAR : 1

Endors

Bignaty
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JOB PROFILE

This was my second internshig it for my college . After
joining the office | wask hiat not to do. As |
was not assigned ag ds of different

there 1s any
problem that ned

| was asked to type out the diSCTIEPRewNeeTs Giter the assigned doctor of the
patient writes it . There was a software for writing the discharge sheets and
transcript it properly.

I was also ask to help the billing department 1o arrange the files following
the instructions of the Indoor Billing Manager , | also had to communicate
with the patient relatives and clearly explain the bill and how much to pay.




APEX INSTITUTE OF MEDICAL SCIENCES
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Rel. No.: AIMS/PE20/0010 Date: 08.10.2020

TO WHOM IT MAY

This is to ceriify that MEGHA SOME, DO Maloy Kumar Some, a
student of BA Major Communicative English ~ Semester 5, University
of Calcutta, Kolkata, India, has successfully completed 1 month (from
16th August 2020 to 30th September 2020) long intemship programme
with us she was found punctual, hardworking and inquisitive.

We wish her every success in life.
For Apex institute of Medical Sciences

a8 U,
o D

! FIE g ,.Lr
DR. SUSANTA BHATTACHARYA * '
CHAIRMAN - >
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PARTICIPANT’S PROFILE

NAME: DIPABALI SENGUPTA

CLASS: SEMESTER 5

SUBJECT: COMMUNICATIVE ENGLISH

ROLL NUMBER: BAV/180198

REGISTRATION NUMBER: 013-1211-0227-18
COLLEGE: GOKHALE MEMORIAL GIRL'S COLLEGE
YEAR: 2018-2021

Endorsed hy:

(oapt

Signature of the i'rlm:lpil w “%G\“

Signature of the %W

,L%;»t:' W 1
Signature of the Supervisor with stamp.
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JOB PROFILE

My first ever inlernship was with Scaport Services Pvi Lid, Here | was allotied several kinds of
work during the one-month period.

1. My very first work was to maintain a log book for all the new vessels appointed all over the
east coast and the west coast
. Fach and every day | would make an excel sheet of all the new vessels that were appointed
for that day. | was given a format prior 1o that and | had to maintain it while making the
sheets. | had to jot down the quantity the cargo ship would be camrying, the name of the ship,
Voyage communication number (VCN No.), Length overall (LOA) and readiness of the ship.
3. Then | had w check whether the ship got a clearance 1o leave the port.
. I'he next week | kept an account of the remittance. | maintained another log book 1o keep a
track of cash inflow

The above-mentioned works are just a glimpse ol the works | did os an intem in the one-month
long intemship for Seaport Services Pvt Lid
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PARTICIPANT’S PROFILE

NAME; RAIMA BASLI

CLASS: B.A SEMESTER 5

SUBIECT: COMMUNICATIVE ENGLISH

ROLL NO: 182013-13-0028

REGISTRATION NO: 013-1211-0251-18

SESSION; 2018-2021

COLLEGE: GOKHALE MEMORIAL GIRLS' COLLEGE
ENDORSED BY:

SIGNATURE OF THE PRINCIPAL: _ @'ﬁnf[_u

Principal
cikhale Memorial Girls' College
SIGNATURE OF THE COURSE CO-ORDINATOR:

SIGNATURE OF THE PROJECT SUPERVISOR: ;L_ri?. R e

EVALUATED BY:
SIGNATURE OF THE INTERNAL EXAMINER:




JOB PROFILE

Throughout my internship, various kinds of work were allotted to me that | have
enlisted below. Through these work assignments, | have gained the necessary
work experience that would be beneficial for me in my future endeavors.

| had to write on different kind of special days or the days of events and the
celebrities like idols and sports-starts, film actor-actresses, writers etc.

| had to research on different kind of topics like current political situations
and current affairs as well as some topics including literature.

| had to surf on internet for suitable photos for a write-up from my own
mind.

| had to study pictures and arts to write the message behind it.

| was given different topics on every day, sometimes different pictures and |
was asked to develop my thoughts on it and write it down.

| also sometimes worked for promotions of the page by sharing other posts
and information about events related to the page.

| was given duty to help the other interns who were having difficulties to
sum up their thoughts and write.

| was even sometimes asked to write on instant incidents like the death of
any legend.

| was asked for completing even others incomplete works with my own
words and thought.

| was asked to write on some controversial social issues by maintaining the
limitations.

11
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PARTICIPANT'S PROFILE

NAME: ASHA JALAN

SEMESTER: ¥

SURBIECT:; COMMUNICATIVE ENGLISH
ROLL NO: BAV/IR/025%
REGISTRATION MO 013=1211
COLLEGE: GOKHALE ME
YEAR: 2018-2621
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JUOB PROFILE

My st ever intemnship was with “The Wordsmiths'
during the one-month perod
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This certilic ate i amarded to

VY ) Cwl) )

ASHA JALAN

During ber interaskip of 2 months [rum 1st \agest 1o 3hh Seperniber,
we Ioand ber sincere, Rardworkieg, dedicatel sd o oriented.
She worked well as purt of fhe tesm during her temare of Englah Coatent Writing lsternship.
e ake:this opportasity ko Bask ber ind wish Ber dl he hevt Sor ber luture:

) () (52) £o) (58

f"'-_{_:

:_‘_"l
A,
'
h!
LA
i
I""‘.
b4
e
1
Il‘_' —
1-|I' Y,
Ll
LAK
I“'
:|I 1
W
r
!
|
(A
)
i

S0} (5]

e i

S G

a0 ] f o | _|_:'

Moweits' Mendal  The Wordsmiths

idmin 4, Fdter-in-chief

Ly ) T =T e T T e T 1

ol ) [0 ) ) 5




J

09| — 202%



[Becleg

PARTICIPANT’'S PROFILE

Name: Rashmi Kumari
Class: 5" Semester
Subject: Communicative English
Roll Number: 19/BAV/0027
Registration Number: 013-1211-0251-19
College: Gokhale Memorial Girls’ College
Year:202|—22
Endorsed by:
N :
L Klga pPlic @ Loy Gupem

(Signature of the Principal)(Signature of Course Coordinator)
Gokhale Memorial Girls' Collage
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(Signature of Project Egpﬂ'ﬁﬂﬂ

Evaluated by:

(Signature ol dnternal Examiner i Signature of External Fyaminer)

Page | 1
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JOB PROFILE

My very first internship at HB Designs provided me with lots of work
and opportunities.

Collected information on the advertisements and their
advertisers with the advertisement famous jingles.

Listed 20 products and collected down their Advertisement
maker and Manufacturer,

Listed down company’s name of selected products by the Head.
Made a list of the movies with their directors and producers
along with choreographers and the castes.

Set down basic parts of Events,

Presented the basic parts in diagram and labelling.

Attended Event held.

Made two 30 CC Advertisement on the topic provided Women's
Horlicks.

Outlined the sketch of Women’s Horlicks Product.

Created 30 CC Advertisement on the topic Cadbury Eclairs 1"
Advertisement,

Presented 30 CC Advertisement on the topic Maggie soup.
Collected information on - History of Boroline, Satyajit Ray as
an advertisement maker, History of Amul, Product Branding.
Career and advertisements made- PrahladKakkar, Piyush
Pandey, AlyquePadmasee,

Page | 9
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CERTIFICATE OF COMPLETION

This is to certify that Ms. Rashmi Kumari has successfully
completed her internship program as Advertising and Event
Management intern from 20" October, 2021 to 8" December,
2021.

We found her sincere, hard working dedicated and result-
oriented. She worked well during her tenure. We take this
opportunity to thank her and wish her all the best for her

future.

Date of certificate on 27-12-2021

“ : %vs
waalree
-—-"F_W

HIMADRI BASU

Founder

B P-544. Block-"N', Mew Alpore. Kokaola-700 053
8 1 A, Madon Pal Lane, Bhowanipur, Koliiala - 700 025

Phone: 033 32048490 / hbdesignskolkata@gmai.com
Regd. Office 118, Narayonchondra Sen Lone, Howrah <711 106
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SUBJECT - COMMUNICATIVE ENGLISH(MAJOR)
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CU REGISTRATION NO - 013-1211-0256-19
YEAR - 2011 —35-
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JOB PROFILE

My Job was to:-

Hire interns and campus ambassadors within the stipulated time.

Take their interviews, and provide them their respective work.

Lead and manage the group.

| was also instructed to provide them with the orientation.

Create Google Forms for the intems.

Provide them with their Offer Letters, Certificates, and LOR s,

Keep regular work records of the interns they are hiring in Google excel
sheets,
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PARTICIPANT’S PROFILE

Name- [shika Majumdar

Semester- 5th Scmester

Subject- Communicative English (Major)
Roll Number- 192111 3-13-0009
Registration Number- 013-1211-0246-19
College- Gokhale Memorial Girls' College
Year- 2021

Endorsed by:
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L. L-“J-lf'- g ?EJ""‘L Gokhale Mamorial Girls' College

Signature of the Principal

Signature of the Course Coordinator
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IOB PROFILE cc

o

During my one-month mternship, | worked as a creative content intern, |
worked in an organisation called Quoteslafe, Some of my responsibilities
and tasks dunng this penod incuded:

® | had to complete and share the article which was assigned 1o mie within
the given deadline.

* My article should be thoroughly checked for grammatical mustakes and
plagiansm.

o Copying and pasting from any source was strictly prohibited.

o | had to delver a 1009% orginal content everyday.

o | was required to think from the SEO (Search Engine Operator)
perspective while wnting the articles.

e Procrastinating was also discouraged. 1 was asked not 1o complete the
articles just for the sake of completingt. The readers of my article
should be appreciated my any reader visiting the website.

o [ was also asked 1o do proper research before writing the article and
provide comrect iformation,

. L'Il:ﬂl:ik‘irj‘ was also NECCSSAry.

o | was also given some instructons regarding the format of the articles
like not writing it m a single paragraph, and instead wnting short lines
with multiple paragraphs.
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PARTICIPANT’S PROFILE

NAME- SWASTIKA MITRA

CLASS- SEMESTER V

SUBJECT- COMMUNICATIVE ENGLISH [MAJOR]
ROLL NUMBER- 19/BAV/0054

REGISTRATION NUMBER- 013-1211-0262-19
COLLEGE- GOKHALE MEMORIAL GIRLS' COLLEGE
YEAR- 2021
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B PROFILE

his intemship in Shoppers Stop Limited as an HR Intern was my first
internship ever. Here 1 was allotted several kinds of work during the one-month
period.

My very first work on a damly basis was to cheek if all the emplovees on
floor are properly groomed or not as they are the ones who directly
interact with the customers in order 10 make sales. Hence, they need to be
there on floor in a presentable manner.

Another very important task that | was allotted 1o do was o regularly
follow up with the secunty head that whether the employees are on time
or nol. Also, | was asked to check with the department managers
regarding their employees” punctuality,

Taking and conducting interviews almost regularly, both face-to-Iace and
telephonic was an important task

My manager assigned me to do the documentations for the audit and 1o
check i all are documents were properly arranged. After the completion
of documentations, scanming and uploading them for the online audit was
one of the most important tasks.
I also made few ammangements for the annual event of Shoppers Stop that
fortunately took place i between my intemship period.
As some of our store emplovees took pant in the annual cultural event, |
had 1o look after their rehearsal arrangements and whether they are
properly practising or not. As some of our siore employees took part in
the annual cultural event, | had 1o look afier their rehearsal arrangements
and check whether they are properly practising or nol.

| was also asked to call up the selected Department Managers and
conduct the online test for them.

The above-mentioned works are just a glhmpse of what the works | did as an HR
intern in the one-month long inlermship lor Shoppers Stop Limited

9|






PARTICIPANT’S PROFILE #

Name — Sakshi Adarsh

Class — 5" Semester

Subject — Communicative English

Roll no. — 19/BAV/0062

Registration no. — 013-1211-0253-19
College — Gokhale Memorial Girls® College
Year — 2021

Endorsed by
'. ( Xa 1"[3{-"&-:
Signature of Principal

Principal
Gokhale Memorial Girls' College

Signature of Head of Department

Signature of Project Supervisor

Signature of External Examiner




Job Profile

I was assigned a variety of topics throughout the one-

month duration of my internship. They helped me enrich _
my knowledge and awareness about a lot of different fields. With every

topic, research, interaction and feedback, the work became more

interesting as well as resourceful.

| » | was given different kinds of topics ranging from creative to

abstract to practical ones such as poetry, prose, four liner quotes,

short stories, abstract letters, crealive essays and articles on social
Issues.

» [ also had to do picture composition on the provided image and

write something creative like a story or a poem expressing the
picture’s message.

o [ was given open letters and diary entries to write on special

days/festivals/holidays while also adding some relatable elements
for the readers.
« | had to research thoroughly about certain topics to provide

accurate data or facts. This included current affairs, abstract ideas,
political views and/or news related to celebrities, movies and

books.

e [ also promoted the page’s content at times by sharing it over my

social media handles.




CERTIFICATE OF
COMPLETION OF INTERNSHIP
This certificate is awarded to

Sakshi Adarsh

During ber internship of one month from 1st November to lst
Deceaber we found her sincece, bardworking, dedicated snd result
oriented. Sbe worked well as part of the tean during ber tesure of
English Content Writing Internship. We take this opportunity te
thank ber and wish ber all the best for her future,

L]
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The 'Wordumighs

Bl | Date 02 Decontin, 2021
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NAME: ANUPRIYABASU
CLASS: SEMESTER -V
SUBJECT: COMMUNICATIVE ENGLISH (MAJOR)
ROLL NUMBER: 1%BAV/ 0064
REGISTRATION NUMBER: 013-1211-0254-19
COLLEGE: GOKHALE MEMORIAL GIRLS' COLLEGE
YEAR: 2021
ENDORSED BY: |
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JOB PROFILE !!uembm@;!

When | started looking for Internship, Webel was the first company that selected
me as an intern and 1 was selected as a corporate Intem and worked there for a
period of one month. My job role was a corporate Intern. | was shifted from one
designation to another in each week. Since my On-the-job training was only a
period of one month that's why it was decided by the superior that 1 will be an
intern in only four departments starling from Secretariat, Corporate Public
Relation, Human Resource and Business Development but due to few
Constraints | was been and intemn in only three department except Business
Development and did last week of my internship in Secretariat.

As an Intern | was assigned with different tasks in different depariments. In the
first place the company handed me an Annual report of the previous year 1o make
me clear about the organization Structure. My mentor discussed with me the whole
organization process and its functions the role of a secretary in the company
everything verbally. He also handed me an 1T Incentives Scheme booklet by the
government of India and told me to read it and after that | was assigned the task to
check whether the given company who applied for vanious Subsidy scheme has
submitted their necessary document if they have submitted then make a note sheet
to MD about the approval and finally letter to the Principal Secretary to hand
over the certain amount they are needed. Also | was assigned with tasks like

making bills and giving reply by writing letier to the I'T Companies.

My next task i CPR was o make display advertisemenis and proof read them
and then mails it to the Ministry of Cultural Affairs in Nabanna as they print
the government tenders and recruitment through there printing Agency. My work
status was very minimal over there they also show me bow a news letter is been
isswed and also how a Press Release and a Press Conference is been organized.

HR was a very confidential department so | didn’t have many tasks over there.
They explained me the Recruitments process and the selection and appraisal
process of the Employees including the legal matters of the employee of a
government company they showed me the leave card that is been maintained
by the stafl. | was assigned with some tasks like making salury breakthrough
taking dictation and typing letters to employees also mailing other companies.
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mummmmm-m.uwﬂm Lamarendranath Basu,
has done R 01 lmmmwmlnmhﬂn
English from 27 September 2021 to 12" November 2021 at Weost Bengal
Mmmcmemmmlh“ﬂﬂ
fulfillment of the requirement for the CMEY (Major) course trom Gokhale Memorial
Girls' College under The University of Calcutta.
muimmmmnm.wdﬂrmnmﬂmm
mwmﬂ-mmwmmmm to do best on her project.

we wish her all tUwe best for her future sndeavors.

Warm Regards,

LMLt
5.K.Ghaosh

G, B Company Secretary
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My first internship was at Asansol Brotherhood Welfare Society NGO. | was allotied severnl
kinds of work during this internship period.

o  Firstly, | was asked 1o hire members for the NGO. | had to call them and shoretlisted the
names of the interested members and hire them.,

® Then | had 1 talk with the interested people for domations. | had to call the intenested
people and explain them the process of donatyon.

= | got the opportunity to visit Sitalpur for distributing food 1o the poor children. On that
day | went to a shum area with my team members and distributed food to the small, poor
children.

» Another imporant part of my internship was | had 10 work a5 a volumieer for delivering
oxygen cylinder to the people m need. There was a whatsapp group of the volunieers.
Where we received messapes used to get calls or messapes from the people who need
oxaygen cylinder and guided them that from where they would get the eylinders,

o | hadd 10 write captions for Facebook posts,

o | wasa part of the blanket drive project Also | had 1o atiehd online meetings with our
Team member.




@ ASANSOL BROTHERHOOD WELFARE SOCIETY
.8 -ﬂ:ﬂ'w

Borafical Migew, tmde, Assracd P - 713001 West Bengal | Ermait
|®rgiatered under W hociety Regisiration &ri 1961 ] Reg Mo - SDIS10

CERTIFICATE OF APPRECIATION

Assrsol Brotherhood Wellare Society would ke o whole hesrtedly extend it gratitude snd
appreciation to SAINI DEOGHORLA for rendering your excellent hard work and dedication towards
the society in combatting COVID - 19 Pandemic from 04,11.2021 1o 03122021, ( Tatehemsbis °

Thank you very much for your sincere endesvor,

gt mpele
EALFEHIN MATUMOAN
(Wl FRLLECEWT]




PARTICIPANT'S PROFILE

NAME: RIDDHI SAHA

CLASS: SEMESTER V
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JOB PROFILE

I was a Social Media Marketing Intern at Little Hand Foundation. | was given
several types of tasks to deal with within the one-month period of time.

%
-~

\r

There was one task that | had to do every week which is finding out
potential influencers from Facebook and Instagram who would
collaborate with us and share their word on our campaigns. A report on
this had to be submitted by the end of every week.

I had to share posters and campaign posts with my contacts and friends
to gain followers which was initially a primary task but eventually it
became a day-to-day task.

My HR ma'am also gave tasks like creating posters of previous and
upcoming campaigns and writing captions for them which were to be
posted on various social media platforms.

| had to communicate with influencers who would collaborate with us in
promoting our campaigns. This was one of the important tasks during the
whaole tenure.

| even had to approach different contributors and donators regarding
donations for upcoming campaigns.

Another important part of my internship was to make detailed plans
about a campaign post on how to make it more apprehensive and work
on different methods to attract people so that our work gets promoted
among huge number of people.

| was also assigned to write small content on our campaigns which was
not directly a part of my internship, but Vaishnavi ma'am liked my
writing style and thus asked me to wrile something which was to be
posted on a magazine published in Delhi,




CERTIFICATE OF COMPLETION

Thia cerfilies thal

RIDDHI SAHA

hos swuccenfully completed the Sociol Medio Morketing
Internship Progrom from Hth September 2001 to 1ith
October DO,

We lound him'her wacere, hordworking, dedicoted, ond
resuli-arienied. Shefhe worked well os part of ihe leam
durrrq kisihes tenure We toke this spperienity ba thaak

imiher and with himer ol the best for his'her fubue
[inwsp ol Coridwome= PO KL

A Tang gapeanthis
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Job Profile

Mroughout the duration of my iternship, 3 vanety ol lopics wene
assigned 1o me 1o write on. These led 1o me gnining mare knowledge
and becoming more aware of cortain topics which | previously did aot know much aboat.
With every research, every new topic, every inleraction and every feedback, | found the work

becoming more and more imteresting as well & resourceful.

| was given different kind of topics rnging from creative io abstract o practical ones,
Each was different and required its own research or back ground know ledge.

Among my tasks were several kinds of topics based on poetry, prose, four fmer
quotcs, short stories, shstract ketters, ereative essays and articles on socal issues.

| was sent pictures and was supposed 10 study them and write something creative and
suitable which would match the picture’s message and fit with it

| was given special days/festivalsholidays 1o write on from a personal point of view
while also adding certain elements which may help the readers find it relatable.

| had to research properly sbout centain topics and gather information 0 inchude
accurate data and/or facts. This included current affairs, abstract ideas, political news

and/or news related 1o celebritics, movies and books,

| worked for the promotion af times by sharing cumrent posts and other usefial

infroemation relaied 1o the page.




ANNEXURE

CERTIFICATE OF
COMPLETION OF INTERNSHIP

This certificate is awarded to

Sneha Weakhelyjee
During ber intersship of one month from lst Boveaber to Ist
Deceaber we found her sincers, hardwrking, dedicated and result
oriented, She worked well as part of the tesm during ber tesure of
Bnglish Content Writing Interaship. We take this cpportmaity to
thank her and wish Ber a1l the best for ber future.

=
L]
|
The ‘Wardsmiths

| Dute 02 Decomber, 2021
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& mycaptain

4 The job was about How to discuss with potential new aspirants and
introduce “MyCaptain” to them.

% Inform the aspirants about benefits of "MyCaptain” and guide them 1o
become a member of “MyCaptain™ through the workshops,

+ Follow-up with aspirants and ensured that they didn't face any issues
while registering,
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CERTIFICATE OF RECOGNITION
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Basabdatta Mukherjee
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CERTIFICATE OF ACHIEVEMENT
This certificate is presented 1o

Basabdatta Mukherjee
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JOB PROFILE

WORKIHAD TO DO :

* | was given each topic after every 40hours.

Initially | had to write in lesser word and send the file.

During 1week time period.

e Then | had to write articles of word 1200 or more
afterwards.

# | had to submit it by time.

¢ | had to write SEO based articles.

| had to check it with a plagiarism site provided by them.

Article was allowed to use only 3-5% plagiarism.
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CERTIFICATE OF COMPLETION
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JOB PROFILE

While interning at PMCPL, | was assigned with variety of topics to
write on which were related to recruitment and business
organization.

< | was a part of a live project * Akshara- Imperishable Learning”
where | have to write articles and captions for Journey to
Destiny Series.

< | was assigned to write captions for the social media pages of
the organization. The captions were for instagtram, facebook,
twitter and linkedin handles of the company.

< | had to research thoroughly for understanding certain topics
and business terms that were given to me to write the
captions.

< | was assigned with a document where certain write-ups were
already written but i had to make certain changes to it.
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PARTICIPANT’S PROFILE

Name: Anjela Paul

Class: 5" Semester

Subject: Communicative English

Roll Number:
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Year:2021-22
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(Signature of Examiner)
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JOB PROFILE

Collected information on the advertisements and their
advertisers with the advertisement famous jingles.

Listed products and collected down their Advertisement maker
and Manufacturer,

Listed down company’s name of selected products by the Head.
Made a list of the movies with their directors and producers
along with choreographers and the castes.

Set down basic parts of Events,

Presented the basic parts in diagram and labelling.

Attended Events held.

Fage | 9
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Name- Angana Mallick

Class- Semesier 5

Subject- Communication English (Major)
College Roll Number- 19/BAV/0262
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JOB PROFILE

My first ever internship was with News Mania Group . Here | was allotted several

kinds of work during the one-month period.

% During the one month internship, | had to daily write 15 news.
& Then | had to post those 15 news in their Facebook page with pictures.
% Daily | had to write 5 articles each of 500 words.

& Writing feature articles.
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JOB PROFILE :

My first ever internship was with Muskurahat Foundation as a
fundraising intern. Here 1 was allotted several kinds of work during the
one-month period but the focus of my task was to raise funds for the
organization.

My role was to run a fundraising campaign through my own network,
pitching the cause to friends, family, co- workers, relatives, classmates
eic. 1 was guided thoroughly about how to raise funds. The funds were
raised through Muskurahat's website with a transparent and
systematic process followed throughout the internship.

We inetrms, were not provided with any leads or contacts for the
internship. But from Muskurahat's end, we were to be guided from
scratch. They shared all the required training modules, resources, and
mformation. We learned how to run a successful campaign, pitching,
marketing, etc over the period of one month . These surely helped us
to proceed well and find potential donors.

Since it was a work from home internship, the working hours were very
Nexible. Three to four hours a day, was enough to complete the tasks
associated to us. We were also allowed to work at our own convenience

and pace.

As you proceed with the internship, you will be required to send weekly
updates to your fundraising mentor about your progress and further
plans.

As doing this internship was part of my semester 5 examination, |
scparately texted our mentor Samay Gada and let him know how this
internship was very important to me and how great it would be if | were
to be inchuded in some of the tasks related to the social media
marketing section. He listened to my concerns very carefully and
agreed to give me some extra tasks, which was really kind of him.
Eventually T was given the task to write captions for 2-3 of
Muskurahat's Instagram post. It was a different experience than
fundraising but equally exciting to me.




CERTIFICATE GAINED FROM INTERNSHIP

muskirahat
foundation

CERTIFICATE OF COMPLETION

Figsertnd Yo

Anamika Majumder

for recognition of your performance in Fundrasing internship of sbout One Month from
Liith Seplember 2021 to L8tk October B2, for the children cabered by bMyusku shat
Faundation,
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