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Course Title: Business Communication
Paper | & Il

Objectives:

1. To develop an awareness in learners about the
complexity of communication in a dynamic business
environment.
2. To explain the significance of effective communication in the
professionalworld.
3. To hone the learner’s soft skills required for successful professional life
4. To sensitize the learner to the business ethics that organizations
must complywith in the business world
5. To acquaint the learner with rapidly changing communication
technology andthe uses of the different modes.

Course Outcomes:
After successful completion of the course, the learner
1. understands the processes and channels of communication
which link anorganization with its internal and external world.
distinguishes between language usage in formal and informal situations.
3. uses Speaking, Reading and Writing skills effectively to meet the
challenges of communication in the business world
4. deduces educational implications of ethical behaviour in the
professionalworld.
5. deciphers the appropriate tool of communication technology to
be used inrelation to the demands of the situation..

no

Semester | Paper | 2 Credits
Course Title: Business Communication-Theory & Practise
Total Lectures: 60

Unit 1: Theory of Communication 15 Lectures
1. The Concept of Communication

Meaning and Definition of Communication, Process of Communication -
Traditional Model of Communication i.e. SMCR (Sender, Message, Channel,
Receiver), Need of Communication, Feedback.

Methods of Communication: Verbal and Non-verbal (including Visual),
Communication through Social Media

2. Objectives of Communication: 3
Raising Morale, Motivation, Order & Instruction, Advice & Counselling
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3. Listening:
Importance of Listening Skills, Barriers to Listening, Cultivating Good
Listening Skills, Distinguishing between Hearing and Listening

Unit 2: Communication at the Workplace 15 Lectures

1. Channels of Communication:
Formal and Informal - Vertical, Horizontal, Diagonal, Consensus
andGrapevine

2. Business Etiquette:
Office Etiquette, Business Card Etiquette, Handshake Etiquette, Mobile
PhoneEtiquette

3. Barriers to Communication and How to Overcome Them:
Physical, Semantic/Language, Socio-Cultural and Psychological Barriers, Waysof
overcoming these Barriers

Unit 3: Business Correspondence 22 Lectures

1. Business Letters: Parts of letter, Lay outs- Full Block Layout,

Principles of Effective Letter Writing

2. Personnel Correspondence: Statement of Purpose, Application Letter and
Résumé

3. E-Mail: Need and Importance, Principles of Effective E-mail Writing

4. Drafting E-mails: Recommendation, Appreciation, Acceptance of Job Offer

5. Creating Blogs and Facebook Page for Business Organizations.

Unit 4: Case Study & Interpretation of Technical Data 8 Lectures
A. Case Study: Students should be taught to understand & analyze
case studiesbased on Channels of Communication & Barriers of
Communication.
B. Interpretation of Technical Data: Students should be taught to read
and interpretpie charts, tables, line and bar graphs and flow charts
and express the same in paragraph format.
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Objectives:

1. To prepare learners for the dynamic world of employment.
2. To explain the significance of effective participation in

meetings, conferences and seminars for success in the

professional world.
3. To sensitize the learner to the need for public relations in the business world.
4. To train learners in business correspondence required in the business world
5. To acquaint the learner with practical dimensions of conducting business.

Course Outcomes:

After successful completion of the course, the learner

competes with other participants in GDs and interviews.

differentiates between the roles of participants and the chairperson

in meetingsand conferences.

drafts appropriate press releases for different situations.

. applies letter writing skills to correspond effectively in different
situations inthe professional world.

5. compares and contrasts between different types of business reports.

=
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Semester 11 Paper I 2 Credits

Course Title: Business Communication- Group Dynamics & Business Practic
Total Lectures: 60

Unit 1: Group Communication 21 Lectures

1 A. Group Discussions & Interviews, Types of Interviews - Job,
Appraisal, Grievance, Exit, Online
B. Conduct of Group Discussion, Conduct of an Interview

2 A. Meetings, Types of Meetings, Conduct of a Formal Meeting, Role
of theChairperson, Role of the Participants,
B. Drafting of Notice, Agenda and Resolutions

3 A. Committees & Conferences: Types of Committees, Types of
Conference, Organizing a Conference,
B. Conducting Conferences - Skype & Webinar
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Unit 2: Public Relations 9 Lectures

A. Public Relations: Meaning, Role of Public Relations Officer (PRO),
Externaland Internal Measures of Promoting PR,
B. Press Releases

Unit 3: Business Correspondence 12 Lectures
A. Trade Letters: Letters of Order, Letters of Complaints, Consumer
GrievanceRedressal Letters, Letters under Right to Information
(RTI) Act
B. Promotional Leaflets and Fliers, Sales Letters

Unit 4: Practical Dimensions of Business 18 Lectures
1. Drafting a Business Proposal

2. Report Writing: Parts of a Business Report, Types of Business
Reports, Investigative Report

3. Note Making (Based on Interviews, GD’s, Press Releases)

Scheme of Examinations

. Two Internals of 20 marks each. Duration 30min for each.
. One External (Semester End Examination) of 60 marks. Duration 2 hours.
. Minimum marks for passing Semester End Theory and Internal Exam is 40 %.

Student must appear for at least one of the two Internal Tests to be eligible for the Semester End
Examination.

. For any KT examinations, there shall be ODD-ODD/EVEN-EVEN pattern followed.
. HOD’s decision, in consultation with the Principal, shall remain final and abiding to all.
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