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CENTER FOR TRAINING AN} TLACHMMITT

Minutes of Meeting AY 2fr25-26 - |

{}ate; 28.(}5.?5 "I'ime: I0.30 arlr

I. Opening Statemert: The meeting rvas presided over by the Placement Officer

Mr. Balaji Gunasekaran. Briefly, this:meeting cover*d a few directives and paramet*rs.

List of JVIembers Absrnt: fi

r{genrla:

o To labricale the ar.vareness among students abr:ul the importairce of placement classes.

* To cliscruss the placement policies and guidelines tlurt have to be {irllor.ved by the students

ancl trainers.

r To llnalize the time table and s,vllabr"rs li-rr lire I and II UCi sludeats.

r To issue the questionnaires of :ti:lilude lbr Skill Enhancement-I.

* 'l'o ct.rr':drict'I*ochnical mcl QAI.,R trilining fur III - U{i ('l.eirm Jar.,a) students.

r 'l'o schedule Comnrtmiciition 'l'raining for III - llG stuclents.

* To reline QALR materials anci hanrlle classes ILrr I1- llG stuilents ixrd uprlatiou ol'it in the Gr:ogie
Classroom.

* 'l'i'r:initiate ancll:andle {lonrmunication classes fr:r: I-i-lCi studi:nts.

r To update the percenlage of{he studenls in 1he Placernent Registration Database rlhicii rvill

he sent in the ll-,vear to the students.

e Platibrms to conduct Placement Eligilrilit,v Test (PIT) lbr Placement Registered students

alrd other cletails regarding it rvere notified.

III.

tv.
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il. List sf FIe:nbers Present: 13
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* Aptitude Buster usage kir Stiiil Enhi*:cemenl 2 (,,\RYT). practice and mock tests r,l,'ele

discussecl.

r To r:pdate the prafile of the trainers on the rvehsite.

r An'ansement for'l'rainings and llrives lvere discnss*d"

?'. *rie{ly summ*rize the priints/decisions made:

o StLrdents are required to adhere strictl-v to lire rules and regulations, like dress cr:cle, during

arlv pIacement activiti es.

* '1'o cultivate stud*nts' unclerstancling legarding th* cnrcial role of placement preparatioli

classes. 'l'o d*lin*ate the placeruent p*lici*s and guid*linr:s that necessitate str:ict adhereflce

by both students ;rnd trainers.

* An orientaticln class "'vill be handleci by the Aptitude'l'rainers for the il-ljfi stucients on ihe

lirst da,v cil' the ;\plitucle class.

* QAI,lL timetahles, s.vllabus and materials fi:r II-tl(i rvere issuecl to the trainers a*ci students.

Finalization cf the tinretables, s,vllabLrs ar:d materials oI'ARVT ior I, I1" ill-{IG stucletris.

r Tc; prepill'e lire Aptitride questi**naires oi'Ski11Enl'rancemetrt-I lbr II-IIC students.

o Participatir:n in Team Java lbr lIi-lJC sludents b,v clearing a technical assessineut

conducted b3, t*chnical train,*rs ls extentl*d ta students rvho possess acivanced technical

skills. ,AR\iT *rining r,r,ill he conducted k:r these sturleuts.

c To schect-rle Coilrmuni{-,ation training and retining oI the s,vllabus lbr III-IIG Placement

regislered stndents and hancile Communication training (Speaking) fur I-UO sLuclents.

* Placement registered sturients (III-ijO) woul<i [:e i*stnrctecl to tuldertake ati assessment

ouline via Aptitucle lJustcr (i.e.) Placement liligibilit.v'I'est (PFl'l') to scrutinize their

periirrmance in hoth Quarrtitalive Aptitude and Verbal part.

r StLxlents should be notilied aboiit the platfonns like ;\ptitude Buster and Google

Cllassrooms n&ich are usecl lbr training pilrposes. The1.' can also use thrse platfoilris Io

undertake practice aird mock 1ests"

L



L

Itol*s and Responsihilities of the tr*iR*rs:

rdilrp
AAk-fl

Minutes approvetl hy
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S- NO FiAII{E RESP{}NSII}Ii,I TI ES ASSI{;NIiI)

I .Mr. Seuntharraj 'l'echnical and Google Classroom Coordinator

I FIrs. illanjula {lcmrnerce Placement Stream {loordinator, Oonrmerce

Stream llatai:as*. In chnrge of IQACIITAACT'NIRF

Ranking, Summer'l'raining and Oflbl L.,etters.

J F'Irs. Sasikala Lilb Science Fiacement Stream L'oordinator. Lile Science

Str*am Ilatab;rsc, In charge af {llass'l'est Questionnaires,

Exam Cot.rrrtilator arrd O{1er Letters.

4 h{r. Prasanth Curnputer Scier:ce l)lac*nren1 Stream Coordirrirtr:r and In

charge of Ilress Cr:cle, 'l'imetahl*. Wehsite and Ofter

I.,etters.

trfs. Jothi In charge for Drive Attendance anct lrlaterials.

6 HI*, Sowmiya ii: charge for Drirre Attendance and {llass Assignnrent

Reporl.

7 hls.lHadhu llharani In *harge ol Drive rtttendance. Placelnent registration

Iirnns aud Cornpanv questionnaires.

I klr. Kuzhalvizhi In charge of Company questionnaires aniJ Notice Boarrl.

I Ms. Slvetha Feedback forms. Company questionnaires

1{} Ms. Foornadivya Conrputer Science arrd Lifb Scienc* (lonrnlunicatir:n

Ccordinatr:r, In chargc r:f Cr:mmunication Schedule and

Attendar-rce.

1I Ms.llunice ltenitn Commerce Ccimmunication Coordinator. in charge of'

r\nnual Nervsleiter, MOM and Attenclance.

t? klrs. Anitha Activities arrangement, Circulnr In-Out.

{Plaeement {Prineipal}
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CENTER FOR TRAINING AND PLACEMENT

2L-11-25

Meeting Notice

This is to inform you that the 2nd meeting ofthe Center for Training and
Placement is scheduled to be held on2l-ll-25 at 10.30am in the IT Boardroom
- C Block. Kindly make it convenient to attend the meeting.

Agenda

1). Items of the agenda to be discussed.

Item 1: I-UG Training

1.1 To discuss Communication Classes for Commerce Stream students.

Item 2: II-UG Training

2.1 To frame the syllabus and materials for Aptitude and Reasoning classes.

2.2 To examine Timetables for Quantitative Aptitude and Logical Reasoning
classes.

2.3 To schedule the dates of Assignments, Quizzes, Internal and Model tests
and prepare questionnaires.

2.4 Todiscuss tlL neports ofthe Assignments and Results ofQuizzes and
Internals.

2.5 To discuss the issuance and submission ofPlacement Regiskation Forms.

2.6 To formulate CommunicationAssessment (Writing) via Aptitude Buster for
Placement Registered students.

2.7 To discuss the Summer Training Agenda.
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Item 3: III-UG Training

3.1 To formulate Communication Training logistics for Placement Registered
students and to provide Company based Soft Skills Training.

3.2 Discussionregarding the training for Team Java students.

Item 4: Drives

4.1 To coordinate scheduling and venues ofdrives.

4.2 To educate the students regarding drive and conduct anorientation.

Item 5: General

5.1 To ensure attendance is recorded for all placement activities.

5.2 Collectthe job offer letters fromeitherthe companies orthe students.

5.3 To make a report for every activity that happens.
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. The minutes ofthe 2od rneeting ofthe Center f,or Training and Placement is
scheduled to be held on 2l-ll-25 at 10.30am in the IT Boardroom - C Block.

Members Present:

1. Mr. Balaji Gunasekaran

2. Dr. Sountharraj

3. Mrs. Manjula

4. Mrs. Sasikala

5. Mr. Prasanth

6. Mrs. Jothi

t 7. Ms. Sowmya

8. Ms. Madhu Dharani

9. Ms. Kuzhalvizhi

10. Ms. Swetha

1 1. Ms. Poorna Divya

12. Ms. Eunice Renita

t

Agenda:

1. Welcome Note
The welcome address was givenbyMs. Renita (Communication Trainer)

2. Leave of Absence
Nil

3. Approval anf,Adoption of Minutes of the Previous Meeting
The first Minutes ofMeeting for the odd semester was Read and Approved

4. Action Taken Report (ATR)

. The placement policies and guidelines have been formally discussed and
the digital copies disseminated to the students of the Second Year
Undergraduate (II-UG) program.

. All training sessions and classes were conducted precisely according to
the established timetables. The stipulated syllabus for both
communication and aptitude modules was adhered to strictly, and all
sessions were executed without disruption.



Furthermore, reports detailing the marks f,or assignments and qurzzes
were periodically distributed to the students, enabling them to assess their
progress and competency levels.

Successful updation of students' percentage in the Placement Registration
Database which was sent during the commencement fourth semester.

5. Agenda

Item 1: I-UG Training

1.1 Communication Trainers from Placement Cell are holding communication
classes for the I-UG Commerce Stream students during the Communication
Enhancement Program hour at314-A Block. It mainly focuses on Speaking.

Item 2: II-UG Training

2.1 Syllabus and material preparation for the remaining units of4th semester
were to be done by the Aptitude trainers for classes.

2.2 Aptitltde trainers are deployed to the II-UG classes to conduct Quantitative
Aptitude and Logical Reasoning for 60 hours.

2.3 To fix the time and date for Quizzes, Internals and Model tests and venues
for it were pre-planned. For all these components, questions will be taken by the
Aptitude Trainers on their own. Each of these details is maintained in a
separate Google sheet and the sheet will be shared with all Heads of the
Departments.

2.4 Checking of the reports for the assignments and results ofthe students were
intimated by the Aptitude Trainers. Moreover, updating in the Google sheet and
the same will be shared with all Heads of the Departments.

2.5 To discuss the issuance and submission dates for the placement registration
form and to ensure staff members strongly emphasize the expectations and
requirements of recruiting companies to the students.

2.6 To discuss the plan for conducting communication assessments(writing)
utilizing the Aptitude Buster platform and the speaking assessments. The
venues and the dates for both of these were also arranged.

2.7 Ta discuss the summer training agenda, specifically addressing the total
number of students and the duration of the training period.
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Item 3: III-UG Training

3.1 Setting dates and time that work for Communication Training (Grammatical
and Soft Skills) for III-UG students.

3.2 Simultaneously, Aptitude andJava training has beenprovided for Team
Java students.

Item 4: Drives

4.1 Drives andthe correspondingpedagogicalrequirements forIII-UG students
were deliberated.

4.2 To educate students about the company and an orientation to be done by the
Communication trainers for all the drives.

Item 5: General

5.1 Mandate the meticulous and timely updating of attendance records for all
activities relevant to the placement process.

5.2 Ensure the systematic collection of official offer letters from either the
recruiting organaations or the successful student candidates.

5.3 Generate comprehensive activityreports detailing the execution and
outcomes of all conducted events.

6. Vote of Thanks
The vote ofthanks was given by Ms. Poorna Divya (Communication Trainer)

t

L
I



Signatures of Members:

t

S.NO NAME DBSIGNATION SIGNATURE
1 Mr. Balaji Gunasekaran HoD (/*
2 Dr. Sountharraj Technical Trainer #b\
a
J Mrs. Manjula Aptitude Trainer

4 Mrs. Sasikala Aptitude Trainer ffi-
5 Mr. Prasanth Aptitude Trainer "dW6 Mrs. Jothi Aptitude Trainer it th-
7 Ms. Sowmiya Aptitude Trainer ,lfgrt tvLtl-1l''\

8 Ms. Madhu Dharani Aptitude Trainer

9 Ms. Kuzhalvizhi Aptitude Trainer

10 Ms. Swetha Aptitude Trainer W'J{eulffiL
11 Ms. Poorna Divya Communication Trainer ,.R,V*P4
12 Ms. Eunice Renita Communication Trainer tr.f "t[ro&
13 Mrs. Anitha Placement Coordinator CHq'
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