
 

 

Maharaja College, Ara (Internship Registration, 

Consent & Undertaking  Form) 

Registration Link: 

 

 

https://forms.gle/HurZyy4dDzr64DNv5 



Basic Module for Non-Technical Internship 
(Duration-120 Hrs) 

Basic Introduction of Computer Hardware & Software 
• Definition of Computer, Characteristics, History & It’s applications. 
• Types of computers. 
• Computer Hardware (Input, Output device, Storage device, CPU & memory, Ports & 

Motherboard) 
• Computer Software (System Software, Application Software, Utility Software, Open source) 
• Operating System (OS) Basics (Types of OS, Function of OS, User interface GUI and CLI & 

File management) 
• Computer Network & Internet (Types of LAN, WAN, MAN, Network Device, Browser, 

Search Engine) 
 

20 Hrs. 

MS Word 
• Introduction to Word Processing: Features, document creation, saving, and navigation. 
• Advanced Editing: Formatting (paragraph alignment, borders, headers), spell check, 

graphics/tables integration. 
• Document Conversion: Exporting to PDF, RTF, and other formats. 

 

20 Hrs. 

 

MS Excel 
• Worksheet Basics: Data entry, workbook management, formulae (VLOOKUP, Pivot Tables). 
• Data Analysis: Charts, database sorting, logical/text/statistical functions. 
• Formatting & Printing: Cell styling, page setup, headers/footers. 

 

28 Hrs. 

 

MS PowerPoint 
• Presentation Design: Slide templates, transitions, animations. 
• Multimedia Integration: Clipart, charts, and object insertion. 
• Multimedia Integration: Clipart, charts, and object insertion. 
• Delivery Skills: Slide Show modes, "Pack and Go" for portability. 

 

20 Hrs. 

Resume Building 
• Crafting professional resumes using templates. 
• Highlighting skills, internships, and academic achievements. 

 

8 Hrs. 

 

Interview Preparation 
• Techniques for confident self-presentation. 
• Body language, common interview Q&A, and mock sessions. 

 

8 Hrs. 

 

Professional Email Writing 
• Structuring formal emails, tone, and etiquette. 

 

4 Hrs. 

Thinking Skills for Professional Life (Career & Startups) 
• These are the essential mental abilities required to grow in a career, lead startups and 

handle professional challenges: Critical Thinking, Problem-Solving, Decision-making, 
Analytical Thinking, Strategic Thinking and Communication & Collaboration Thinking. 
 

6 Hrs. 

How to be Street Smart Go-Getter (Career & Startups) 
• Being a street-smart go-getter means having the practical intelligence and drive needed to 

grow fast in your career and startup journey: Street Smart, Go-Getter, Practical Decision-
Making, Smart Networking, Adaptability, Execution Power & Risk Management. 

6 Hrs. 

 


