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About the Course:

Course Objectives: SEM I & II
e To enable students to apply the skills of communication

e To clarify the meaning, process and elements of communication
e To convey the need and importance of communication

e To present the communication process and the elements involved in varied communication
situations.

e To develop awareness of the complexity of the communication process

e To develop effective listening skills in students so as to enable them to comprehend instructions
and become a critical listener

e To develop effective oral skills so as to enable students to speak confidently interpersonally as
well as in large groups.

e Todevelop effective writing skills so as enable students to write in clear, concise, persuasive and
audience cantered manner

e To demonstrate effective use of communication technology

Learning Outcomes:
After successful completion of this course, students would be able to
e Enhance LSRW skills to meet the challenges of the business world.




Unit Topics No of
Lectures
Theory of communication.
1. Concept of communication:
Models of communication — linear/interactive/transactional/
Shannon and weaver (To be only discussed in class) Meaning,
definition, process, need, feedback emergence of communication
as a key concept in the corporate and global world.
2. Impact of technology enabled
communication. Types — Internet, blogs,
email, modern, social media (Facebook, Twitter and a WhatsApp
advantages and disadvantages)
3. Communication at workplace.
Channels — formal and informal — vertical, horizontal, diagonal,
Grapevine, methods- Verbal/non-verbal (including visual),
I business etiquettes. 15
4. Business ethics.
Ethics at work place — importance of business
ethics. Personal integrity at the workplace.
Business ethics and media.
Computer ethics.
Corporate social responsibility.
5. Problems in communication/barriers to
communication. Physical/semantic/language/social
culture/psychologicalbarriers, ways to overcome these barriers.
6. Listening.
Importance of listening skills, obstacles to listening, cultivating
good listening skills.
Business correspondence.
1. Theory of business letter writing:
Parts, structure, layouts — full block, principles of
effective letter writing, principles of effective email
writing.
] 2. Personal correspondence: 15

Statement of purpose, letter of recommendation, job
application letter and resume, letter of appointment (to be
only discussed in class) letter of acceptance of job offer,
letter of appreciation, letter of resignation.




Language and Writing skills.
1. Commercial terms used in business communication
(to be only discussed).
2. Paragraph writing

Developing an idea, using appropriate linking devices,
etc. Cohesion and coherent etc.

3.Tutorial activities.
Speaking skills, writing skills, remedial grammar, Soft
skills — EQ, conflict management, time management
(Students may be asked to make a PowerPoint
presentation on any topic of their choice in order to
enhance LSRW - listening speaking reading and writing)

15

Semester 11

Group Communication

1. Interviews: Group Discussion, Preparing for an Interview, Types of
Interviews — Selection, Appraisal, Grievance, Exit, Online

2. Meetings: Need and Importance of Meetings, Conduct of Meeting and
Group Dynamics, Role of the Chairperson, Role of the Participants,
Drafting of Notice, Agenda and Resolutions, Types of Secretaries —
Company Secretary/ Private Secretary, Functions of secretaries (only to be
discussed and not to be assessed)

3. Committees and Conferences: Importance & Types of Committees,
Meaning and Importance of Conference, Organizing a Conference, Modern
Methods: Skype & Webinar

4. Public Relations: Meaning, Functions of PR Department, External and
Internal Measures of PR, Crisis Management, Press Release

15

Business Correspondence

1. Trade Letters: Letters of Inquiry, Letters of Complaints, Claims,
Adjustments, Sales Letters, promotional leaflets and fliers, Consumer
Grievance Redressed Letters, Letters under Right to Information (RTI) Act

15

Language and Writing Skills

1. Reports and Business Proposals: Parts, Types, Feasibility Reports,
Investigative Reports, Drafting of Business Proposals

2. Summarization: Identification of main and supporting/sub points,
Presenting these in a cohesive manner

3. Tutorial Activities: Group Discussion, Book Reviews, Mock Interviews

15
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Evaluation Scheme for First Year (UG) under AUTONOMY

l. Internal Evaluation for Theory Courses — 40 Marks

(i) Continuous Internal Assessment 1 (Assignment-Tutorial- 20 Marks

(ii) Class Internal Assessment 2 — 20 Marks (Class Test with Fill in the Blanks, True or False &
Answer the following)

I1. External Examination for Theory Courses — 60 Marks

Duration: 2 Hours
Theory question paper pattern:

All questions are compulsory.

Question Based on Options Marks

Q.1 Unit I, 11, 11 Obijectives 10

(A-Explain Terms Any 2 = 4
marks. B- Fill ups = 3 marks.
C- match the pairs= 3 marks )

Q.2 Unit | Any 3 out of 6 15
Q.3 Unit | Any 1 out of 3 10
Q4 Unit 11 Any 4 out of 6 20
Q5 Unit 111 Any 1 out of 3 05

. All guestions shall be compulsory with internal choice within the questions.
. Each Question may be sub-divided into sub questions as a, b, ¢, d, etc. & the

allocation of Marks depends on the weightage of the topic.






