Revised Syllabus of Courses of B.Com. Programme at Semester I
with Effect from the Academic Year 2016-2017

Ability Enhancement Courses (AEC)
4. Business Communication I

Modules at a Glance

geSro el i Modulesil i i o o Nodof
#NO. o | e - ok : | Lectures
I | Theory of Communication 10
2 | Obstacles to Communication in Business World 10
3 | Business Correspondence 12
4 | Language and Writing Skills 13
Total 45
Note:

One tutorial per batch per week in addition to number of lectures stated above
(Batch size as per the Universily norms)
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Sr. No. . Modules/Unit
1 | Theory of Communication. =
Concept  of Cnmmunic:ilion:Mcaning, Definition, Process, Need,

FeedbackEmergence of Communication as a key concept in the Corporate and

Global worldImpact of technological advancements on Communication

Channels and Objectives of Communication:Channels-

Formal and Informal- Vertical, Horizontal, Diagonal, Grapevine

Objectives of Communication: Information, Advice, Order and Instruction,
Persuasion, Motivation, Educalion,Waming, and Boosting the Morale of
Employees(A bricef introduction to these objectives to be given)

Mcthods and Modes of Communication:

Methods: Verbal and Nonverbal, Characteristics of Verbal Communication
Characteristics of Non-verbal Communication, Business Etiquette

Modes: Telephone and SMS Communication 3 (General introduction to Telegram
to be given) Facsimile Communication [Fax]

Computers and E- communication Video and Satellite Co

nferencing

i 25 Obstacléﬂsi to Commumcatmntusmess World o
Problems in Communication /Barriers to Communication:
Physical/ Semantic/Language / Socio-Cultural / Psychological / Barriers, Ways to
Overcome these Barriers
Listening: Importance of Listening Skills, Cultivating good Listening Skills — 4
Introduction to Business Ethics:
Concept and Interpretation, Importance of Business Ethics, Personal Integrity at
the workplace, Business Ethics and media, Computer Ethics, Corporate Social
Responsibility
Teachers can adopt a case study approach and address issues such as the following
S0 as to orient and sensitize the student community to actual business practices:
Surrogate Advertising, Patents and Intellectual Property Rights, Dumping of
Medical/E-waste,
Human Rights Violations and Discrimination on the basis of gender, race, caste,
religion, appearance and sexual orientation at the workplace
Piracy, Insurance, Child Labour

3 | Business Correspondence

Effective Letter Writing, Principles of effective Email Writing,

Theory of Business Letter Writing: . o .
Parts, Structure, Layouts—Full Block, Modified Block, Semi - Block Principles of

Personnel Correspondence:
Statement of Purpose, Job Application Letter and Resume, Letter of Acceptance of

Job Offer, Letter of Resignation =% _
[Letter of Appointment, Promotion and ol ter of RCCO"‘Tﬂmdalng
(to be taught but not to be tested in the ex{is i 2o - y :
seNo.|  MotulS{ Y@L )i !
—_— i\ /B i Skikbhan Séva Man
B %' v a yadrll: 3 .. " - Co”og
- Vasa\. =& iy
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[ Commercial Terms used in Business Communication

Paragraph Writing:
Developing an idea, using appropriate linking devices, ete
Cohesion and Coherence, self-editing, cte [Interpretation  of
Compasition on u given situation, a short informal report ete.]
Activities

* Listening Comprehension
Remedial Teaching
= Speaking Skills; Presenting a News Item, Dialogue and Speeches
o Paragraph Writing: Preparation of the first draft, Revision and Self — Editing,

technical data,

Rules of spelling,

« Reading Comprehension: Analysis of texts from the fields of Commerce and

ihcipal
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Revised Syllabus of Courses of B.Com. Programme at Semester 11
with Effect from the Academic Year 2016-2017

Ability Enhancement Courses (AEC)

4.Business Communication II

Modules at a Glance

1 | Presentation Skills 10
2 | Group Communication 15
3 | Business Correspondence 10
4 | Language and Writing Skills 10
Total 45
Note:

One tutorial per batch per week in addition to number of lectures stated above
(Batch size as per the University norms)

Seva Mandal's
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Presentation Skills

) Wi i e

Presentations: (to be tested in tutorials only) 4 Principles of Effective
Presentation

Effective use of OHP
Effective use of Transparencies

How to make a Power-Point Presentation
Group Communication

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

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

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

- 3 | Business Correspondence

Trade Letters: Order, Credit and Status Enquiry, Collection (just a brief
introduction to be given)

Only following to be taught in detail:-

Letters of Inquiry, Letters of Complaints, Claims, Adjustments Sales Letters,

promotional leaflets and fliers Consumer Grievance Letters, Letters under Right to
Information (RTT) Act

[Teachers must provide the students with theoretical constructs wherever necessary
in order to create awareness. However students should not be tested on the theory.]

4 | Language and Writing Skills

Reports: Parts, Types, Feasibility Reports, Investigative Reports

Summarisation: Identification of main and supporting/sub points Presenting these
in a cohesive manner

Tutorial Activities:

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

[Suggested Books for Book Reviews: Books Jrom the fields of Management, Finance, and
Literature Like ~ Sun Tzu :The Art of War, Eliyahu M. Goldratt : The Goal , Eliyahu M.

Goldratt: It's Not Luck , Spencer Johnson: Who Moved My Cheese, Stephen Lundin, Ph.D,

Harry Paul, John Christen: Fish, ChetanBhagat One Night At A Call Center, ChetanBhagat

My Three Mistakes , ArindamChoudhary: Count Your Chickens Before They Hatch ,Stephen

Covey :Seven Habits of Successful People, George Orwell: Animal Farm, Dr. Abdul Kalam:
Wings of Fire ]

[N.B.: The above list is only indicat; Q';
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