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Code – 636283 

SEC Theory: IT Skill for Library  
 

Course 

Objective 

 To develop fundamental information technology (IT) competencies required for 

library and information professionals. 

 To familiarize students with computer hardware, software, operating systems, and 

office productivity tools. 

Course 

Outcomes: 

 Demonstrate knowledge of computer systems, operating systems, and office 

automation tools. 

 Use productivity software to prepare documents, spreadsheets, 

presentations, and databases. 

 Utilize Internet services, cloud applications, and digital communication 

tools effectively. 

 Apply basic concepts of networking, database management, and 

cybersecurity in library environments. 

 Use ICT applications and digital tools to support library operations and 

information services. 

Unit 

System 

Contents Workload 

Allotted 

Weightage 

of Marks 

Allotted 

Exam Type 

& Marks 

Unit I Fundamentals of Information Technology 8 Hours 8 Marks Theory-60 

  Introduction to Information 

Technology. 

 Evolution and Applications of IT. 

 Components of Computer Systems. 

 Computer Hardware and Software. 

  Internal 

Assessment- 

40 Marks 

Total Marks- 

100 



Unit II Office Automation Tools 

 Word Processing 

 Document Creation and Formatting 

 Tables, Mail Merge, Templates 

 Spreadsheet Applications 

 

7 Hours 7 Marks  

Unit III Internet and Digital Communication 

 Internet Fundamentals. 

 Web Browsers and Search Techniques. 

 Search Engines and Advanced Search. 

 E-mail and Professional Communication. 

  

8 Hours 8 Marks  

Unit IV Databases, Networking, and Cybersecurity 

 Introduction to Database Management 

Systems. 

 Database Concepts and Applications. 

 Computer Networks. 

 Data Backup and Recovery. 

 

7 Hours 7 Marks  
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