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Sri A.Vijay Ratnam resource person of the workshop explained the following: 

Positive Attitude means positive thinking. It focuses on the bright side of life. It 

helps one recognise opportunities. 

 Body Language is a type of non-verbal communication in which physical 

behaviour conveys the information. It includes facial expressions, body posture, 

gestures, eye contact, appearance, touch, distance, tone, pitch, and volume. 

 Emotional Intelligence is the ability to manage oneself and once relationships 

effectively. It consists of four fundamental capabilities:  self-awareness, self-

management, social awareness and social skill. 



 Netiquette is a code of conduct to be observed by the netizens. It includes 

certain rules like – posting only relevant information in the mails, not using all 

capital letters in the message, checking sources for accurate information, 

sending responses in brief, avoiding emoticons and most importantly never 

share the password with anyone and keep the information of the company or 

organisation you are working for absolutely confidential. 

SWOT: It is an effective way to identify an individual or organisation doing 

well where it needs to grow, what it needs to improve and what could be done 

or undone. It is an acronym for strength, weakness, opportunity and threat. 

Strength and weakness are internal factors that one can control over and can 

change. Opportunities and threats are external factors that are outside the scope 

of one’s control. They still can impact an individual or establishment for better 

or worse. 

SWOC: It is a strategic planning tool that can be used to make decisions based 

on collective input from self-analysis and multiple stakeholders. It identifies the 

strengths, weaknesses, opportunities and challenges related to individual or 

organisation. It helps to focus on developing one’s mission and strategy and 

efforts to get on track, and periodically renew one’s priorities in a systematic 

manner. 

 


