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Semester | Business Communication

Course Objectives:
1. To develop awareness of the complexity of the communication process

2. To develop effective letter writing skills so as to enable students to write confidently

3. To develop effective writing skills so as enable students to write in a clear, concise,

persuasive and audience centered manner

4. To develop ability to communicate effectively with the help of electronic media

5. To develop ability to communicate effectively in group.

Course Code Title Lectu | Cre
ASPUBC101 res dits
Unit Business Communication - | 45 02
Unit - | Concept of Communication: Meaning, Definition, 10
Theory of Process, Need, Feedback Emergence of
Communicati | Communication as a key concept in the Corporate and
on Global world Impact of technological advancements
on Communication
Channels and Objectives of Communication:
Channels:
Formal and Informal- Vertical, Horizontal, Diagonal,
Grapevine
Objectives of Communication:
To give: Information, Advice, Order and Instruction,
Motivation, Education, Warning, and to Persuade and
Boost the Morale (A brief introduction to these
objectives to be given)
Unit - 11 Methods: Verbal and Nonverbal, 10
Business Characteristics of Verbal Communication
Communica

Characteristics of Non-verbal Communication,
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tion: Business Etiquettes
Methods, Modes: Telephonic and Mobile Communication, E-
Modes and communication and Video Conferencing
Barriers Barriers:
e Physical / Semantic / Linguistic/ Socio-Cultural /
Psychological
e Waysto Overcome the Barriers
Unit - 111 Theory of Business Letter Writing: 12
Business Parts, Structure, Layouts — Full Block, Modified Block,
Corresponde ] o _ -
nce Semi - Block Principles of Effective Letter Writing
Personnel Correspondence:
Statement of Purpose, Job Application Letter and
Resume, Letter of Acceptance of Job Offer, Letter of
Resignation, Letter of Appointment, Promotion and
Termination, Letter of Recommendation
Unit - IV Writing Skills: Composition: 13
Writing e Developing an idea, using appropriate linking
Skills: devices, Cohesive devises etc.
Composition: . .
e Interpretationoftechnical data,
e Composition on a given situation,
e \Writing a short informal report etc.
Tutorial e Listening Comprehension and Remedial
Activities Teaching
e Speaking Skills: Presenting a News Item,
Dialogue and Speeches
e Paragraph Writing: Preparation of the firstdraft,
Revisionand Self—Editing, Rules of spelling.
e Reading Comprehension: Analysis of texts from
the fields of Commerce and Management

Semester Il Business Communication

Course Objectives:
1. To develop awareness of the complexity of the communication process

2. To develop effective letter writing skills so as to enable students to write confidently
3. To develop effective writing skills so as enable students to write in a clear, concise,
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persuasive and audience centered manner
4. To develop ability to communicate effectively with the help of electronic media
5. To develop ability to communicate effectively in group.

Course Code Title Lectu | Cre
ASPUBC102 res dits
Unit Business Communication - | 45 02
Unit - | e Principlesof Effective Presentation 10
Presentation | ® Guidelines for Effective Presentation

Skills e Four Basic Steps in Making Effective

Presentation

e The 10/20/30 Rule of PowerPoint
e PPT, How to make a Power-Point Presentation
e Poster/wall-paper Presentation
e Video Presentation/Lecturing
Unit - 11 Interviews: 15
Group Preparing for an Interview,
Communicat | Types of Interviews — Selection, Appraisal,
ion Grievance, Exit

Group Discussions:

Need and Importance of Group Discussions
Participating in a Group Discussion

Meetings: Need and Importance of Meetings,
Conduct of Meetings and Group Dynamics, Role of
the Chairperson, Role of the Participants, Drafting

of Notice, Agenda and Resolutions

Conference: Meaning and Importance of Conference,
Organizing a Conference, Modern Methods: Video and
Tele —Conferencing

Public Relations: Meaning, Functions of PR
Department, External and Internal Measures of PR

Unit - 111 e Letters of Inquiry and reply 10
Business e Letter of Order
Corresponde | e[ etters of Complaints, Claims and
nce Adjustments
e Sales Letters, promotional leafletsand
fliers
¢ Credit and Status Enquiry, Collection
Series
e Consumer Grievance Letters
Unit - IV Reports: Feasibility Reports, Investigative Reports 10

Writing Skills | Summarization: Identificationof mainandsupporting
/ sub points, Presenting these in a cohesive manner

Tutorial Presentations, Group Discussion, Mock Interviews,
Activities Mock Meetings/ Conferences, Book
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Reviews/Summarization, Reading Comprehension:
Analysis of texts from the field of Literature
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