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Objective: To train students to enhance their skills in written as well as oral Communication through practical
conduct of this course. This course will help students in understanding the principles & techniques of business
communication.

Course Outcome:

CO-1: To learn various concepts and barriers in business communication.

CO-2: To discuss oral and written communications with its application in business.

CO-3: Evaluate various communication parameters i.e. cross cultural, ethical issues and mass communication.
CO-4: To learn the professional approach in business negotiation.

CO-5: Acquaint students with challenges faced in oral communication.

Theory syllabus

Unit |Content Hrs

1 Concepts of Communications: Definition, Types, Objectives, Characteristics and Process o015
Communication, Barriers to Effective Communication, Overcoming Communication Barriers ang
Roadblocks

2 Forms of Communication: (a) Written Communication: Principles of Effective Written Communication]8

Commercial Letters, Report Writing, Speech Writing, Preparing Minutes of Meetings; Executive Summary
of Documents; E-mail: How to make smart e-mail (b) Non-verbal Communication, Manners and
etiquette, Body Language, Paralanguage, Proxemics, Chronemics, Sign Language (c) Ora
Communication: Art of Public Speaking, Listening Skills: Definition, Anatomy of poor Listening, Featureg
of a good Listener, Role Play. Role of Verbal & Non-verbal Symbols in Communication

Writing a Summer Project Report and Research Report, Applications of Communication in Report
writing, Interview and Negotiation

3 Important Parameters in Communication: (a) The Cross Cultural Dimensions of Business Communication7
(b) Technology and Communication, (c) Ethical & Legal Issues in Business Communication, (d) Masg
Communication: Concept, Advertisements, Publicity, and Press Releases. Media Mix, Public Relations,
Newsletters.

4 Presentation skills: Planning presentation, Delivering presentation, Developing & displaying visual 5
aids, Practical learning on Presentation

Note: Version 1.0.0.0 (First Digit= New syllabus/Revision in Full Syllabus, Second Digit=Revision in
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5 LWRS skill test for English language for managers 5
Spoken Communication: Public speaking, Handling the Media, Meetings and organisational
communication- Internal and external, Handling questions from the audience, conducting Webinar
Writing Skills for Managers: Report Writing, Blog Writing, Review Writing, Research Paper Writing,
Content for Digital Platform
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