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COURSES OFFERED:- 
 

 

1. Course Title: Certificate in Human Resource Management                Duration : 6 Months (48 hours) 

  The HR courses we offer are designed to help prepare you for a career in human resources 

management, talent acquisition, employee relations, and organizational development, equipping you with 

the skills to effectively manage and support a workforce. 
Audience  

Management graduates from any streams (Bachelor or Master degree) , Normal graduates(B.A , 

B.Com and B,Sc or M.A , M.Com and M,Sc) , executives, engineers and managers who want to established 

their career in HR profession. 

Course Outline 

Module -1  

Payment of Gratuity Act-1972 Provident Fund Act, ESI Act 1948, Maternity Act - Process, calculation and 

impact on Salary. 
 

Module -2  

Factories Acts, Minimum wages Act, Industrial Dispute Act , Coverage & Features Trade Union Act, 

1926.(Summery), Contract Labour act, Coverage & Features Shop & Estd act, Payment of Bonus act, 

Disciplinary proceedings, Sexual harassment of women at workplace Act, 2013. 
 

Module -3 

 

Introduction to Compensation & Benefits, Objectives of Compensation & Benefits, Different Components 

of Compensation & Benefits, Executive Compensation - Challenges to compensation management, Input & 

Output of Payroll Management , compensation for Flexible Workforce - Legal framework for 

Compensation, Leave Management(Different Types of Leaves), LOP, Rules of LOP,  Introduction to CTC, 

Features & Components of CTC, Gross Pay & Gross Salary, CTC Designing, CTC Designing Examples, 

Introduction to Monthly Payroll Processing, Professional Tax Slab, Net or Take Home Salary, Pay slip 

Structure & Designing. 

  

Module -4  

Sourcing, Sources of Recruitment, Methods of Recruitment, Recruitment Process, Outsourcing, Head 

Hunting, Poaching, Deciding factors of Recruitment Sources, Screening , Recruitment Budget, Job Portals, 

Keyword, Boolean Search, Candidate Searching, Job Posting , KRA & KPI Designing , JD creation. 
 

Module -5 

Joining Formalities, Joining Documentation, Verification Process, Reference Check, Offer Letter, 

Appointment Letter, Confirmation Letter, Promotion Letter, Transfer Letter, Types of Transfer, Exit  

Formalities, Exit Interview, Steps of Exit Interview, Exit –Compliances, Notice Period, and Rules of Notice 

Period, Release Letter, and Experience Letter, Importance of Employee Management, Employee  

Retention Mechanism, Employee Engagement, Employee Motivation, Employee Survey, Attrition  

Calculation  

 

Assessment: 

Quizzes and Assignments to assess theoretical knowledge. 

Practical Exercises and Case Studies to evaluate application skills. 

Exam to demonstrate understanding and application Human Resource Management. 

 

 

 

 

 

 

 



 

2.Course Title : Certificate in Compensation Management and Statutory Compliance 

Duration: 3 months (18 hrs)    

 

Module-1  
Compensation and Payroll management, Different Components of Compensation & Benefits, Introduction 

to CTC, Features & Components of CTC, Gross Pay & Gross Salary, CTC Designing with Examples, 

Monthly Payroll Processing and Calculation, Professional Tax Slab, Net or Take Home Salary, Pay slip 

Structure & Designing. 

 
Module-2 
Payment of Gratuity Act-1972, Provident Fund Act, ESI Act 1948, Maternity Act – Process, calculation and 

impact on Salary. 
 
Module-3 

Payment of Bonus: Calculation of Bonus, Calculation of Allocable Surplus , Computation of Set-on & 

Set-off , Penalty. 

 

Assessment: 

Quizzes and Assignments to assess theoretical knowledge. 

Practical Exercises and Case Studies to evaluate application skills. 

Exam to demonstrate understanding and application . 
 

 

 
3.Course Title: Certificate in HR Operation & Recruitment 

3 months (18hrs)  

 

Module -1 

Sourcing, Sources of Recruitment, Methods of Recruitment, Recruitment Process, Outsourcing, Head 

Hunting, Poaching, Deciding factors of Recruitment Sources, Screening , Recruitment Budget, Job Portals, 

Keyword, Boolean Search, Candidate Searching, Job Posting , KRA & KPI Designing , JD creation , 

Manpower Planning , Recruitment Budgeting.  

 

Module-2  

Joining Formalities, Joining Documentation, Verification Process, Reference Check, Offer Letter, 

Appointment Letter, Confirmation Letter, Promotion Letter, Transfer Letter, Types of Transfer, Exit 

Formalities, Exit Interview, Steps of Exit Interview, Exit –Compliances, Notice Period, and Rules of Notice 

Period, Release Letter, and Experience Letter, Importance of Employee Management, Employee Retention 

Mechanism, Employee Engagement, Employee Motivation, Employee Survey, Attrition Calculation. 

 

Module-3  

 Staff Induction, Attendance/Leave Management, Wage and Salary Administration, Performance 

Management Systems, HR Information Systems, Training & Development. 

 

Assessment: 

Quizzes and Assignments to assess theoretical knowledge. 

Practical Exercises and Case Studies to evaluate application skills. 

Exam to demonstrate understanding and application. 
 

 



 

 



 

4. Certificate in Communicative English & Personality Development Program           

Duration : 6 Months (24 hours) 
The Certificate in Personality Development & Communicative English (CPDP&CE) aims to equip learners with essential 

skills to enhance their personality, communication abilities, and overall confidence in 

Professional  and social interactions. The program is designed to develop soft skills, leadership qualities, and fluency in 

English to help individuals excel in their careers and personal lives. 

 

Audience  

  1. Students & Fresh Graduates                     2. Job Seekers & Working Professionals 

 

3. Entrepreneurs & Business Owners          4. Homemakers & Individuals Returning to Work 

Course Outline 

Module -1  Alphabets and Basic Words 

a. Knowing and Pronouncing Colours, Time and Basic Items 

b. Natural pronunciation 

c. Short Sentences for daily communication 

d. Vocabulary building 

e. Communicating in English 

f. Listening Comprehension Skills 

g. Reading Skills 

 

Module-2      

a. Nouns 

b. Verbs 

c. Using Pronouns Properly 

d. Using Prepositions 

e. Conjunctions 

f. Adjectives 

g. Adverbs 

h. Basics of Tenses 

i. Articles 

j. Punctuation (Importance and Usage) 

k. Forming Sentence 

Module-3 

a. Numbers and Time 

b. Increasing Reading Comprehension , Increasing Your Vocabulary Power 

c. Writing For Clarity 

d. Writing Effectively 

 

Module-4 

a. Story Telling 

b. Vocab. Building 

c. Day to day Conversation Practice 

d. Interactive Videos 

e. Role Plays 

f. Instructor led Interactive Sessions in Live Scenarios 

Module-5 

a. Etiquette, Grooming and Presentation Skill.               

b. Different types of CV preparation 

c. Interview Skills & Techniques, Mock Interview, Group Discussion. 

Course Output: 

1. Develop a Confident Personality   2. Enhance Communication Skills      3.Improve Interpersonal Skills 

4. Professional & Workplace Readiness   5. Enhance Public Speaking & Presentation Skills 

Assessment: 

Quizzes and Assignments to assess theoretical knowledge. 



 

 



 

 



 

 



 

 



 

 



 

 



 

 

 

 

9.Certificate in Essentials of Cybersecurity      Duration: 6 weeks (12 hours) 

 

Cyber security certifications are essential for career advancement as they validate your skills, 

enhance credibility and make you more attractive to employers. They open doors to better 

job opportunities, higher salary potential and specialized roles in the industry. Additionally, 

certifications demonstrate a commitment to ongoing education and staying updated with 

industry standards, which is critical in the ever-evolving landscape of cyber security. Come 

to us and shape your career. Get industry ready and pursue your dreams. 
 

Audience 

Interested people in any profession, school students, house wives, senior citizen’s etc. 

 

Course Content  

 

Module 1 - Introduction to Information Security Fundamental 

 

Module 2 - Understanding of Different Cyber Attacks 

 

Module 3 - Internet Security  

 

Module 4 - Securing Social Networking Sites 

 

Module 5 - Securing E-mail Communications 

 

Module 6 - Securing Mobile Devices 

 

Assessment 

• Quizzes and assignments to assess basic theoretical knowledge 

• Exam to demonstrate understanding and application of basic concepts of Cyber     

          Security 

 

 

 

 

 



 

 

 
 

 

10. Certified Cybersecurity Awareness Professional   Duration: 4 months (32 hours) 

 

            Cybersecurity certifications are essential for career advancement as they validate your skills, 

enhance credibility and make you more attractive to employers. They open doors to better job 

opportunities, higher salary potential and specialized roles in the industry. Additionally, 

certifications demonstrate a commitment to ongoing education and staying updated with industry 

standards, which is critical in the ever-evolving landscape of cybersecurity. Come to us and shape 

your career. Get industry ready and pursue your dreams. 

Audience 
Graduates from any stream (Bachelor or Master degree), B. Tech, BCA, MCA 

Course Content  

Module 1 - Operating System Concepts 

 

Module 2 - OSI Layer & TCP-IP Layer 

 

Module 3 - IP Address and Subnets 

 

Module 4 - Datagram Packet  

 

Module 5 - Hub Switch and Router 

 

Module 6 - How Packets Move Over the Network 

 

             Module 7 - Basic Network Security Components 

 

           Module 8 - Introduction to Security and Hacking Tools  

 

           Module 9 - Vulnerability Assessment 

 

          Module 10 - Introduction to Cloud Security 

 

Assessment 

 Quizzes and assignments to assess theoretical knowledge 

 Exam to demonstrate understanding and application of Cyber Security 

Duration 

 



 

 

 



 

 

Our Software Offerings: 
 

1.  Website Development 

2.  HR Management Systems (HRMS). 

3.  Applicant Tracking Systems (ATS) 

4.  Learning Management Systems (LMS) 

5.  Payroll Software 

6.  Performance Management Tools 

7.  Employee Engagement Platforms 

8.  Customized Software Development 

9.  Library Management System 

10.  Hotel Management System 

11.  Weigh Bridge Management System 

12.  Vehicle Tracking System 

13.  Employee Tracking System 

14.  Biometric / RFID / BOOM BARRIER 

15.  Face Recognition 

16.  Multipurpose Testing System. 

 

 

SJS Group  
 Guiding Students toward Excellence in Higher Education across 

Engineering, Medical, Management, Law, IT, and More. 

SJS Group Provides Higher Education Guidance in: 

1. Engineering & Technology 

2. Medical & Health Sciences 

3. Management & Business Studies 

4. Law & Legal Studies 

5. Arts, Humanities & Social Sciences 

6. Science & Research 

7. Computer Applications & IT 

8. Commerce & Finance 

9. Vocational & Skill-Based Courses 

10. Overseas Education Consultation 

11.  Class 10 and Class 12 under BOSSE (Board of Open Schooling and Skill Education)         

( Recognized by the Ministry of Education, Government of India, and included in the list of open 

schooling boards under NIOS) 



 

We Provide Placement Assistance 

 

 

 

 

 

 

 

 

 
Quality Assured (ISO 9001:2015)  
 Registered Under MSME 

 

+91- 9 7 3 314 6 3 37,   +91-  95315 99437 

sjsgroupkolkata@gmail.com 
 

www.sjsgroup.co.in 

Registered Office: Durgapur, Paschim Bardhhaman  

City Office: Naktala Road, Kolkata 

Get in Touch: Contact SJS GROUP 

mailto:sjsgroupkolkata@gmail.com
http://www.sjsgroup.co.in/
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