Course Code Course Title C | H I E T

17U1KLA1 Business Communication 4 1 60|25 | 75| 100

Learning Objectives:

e To know basic concept of communication and essentials of effective communication
e To aware about various types of communication
e To be able to prepare resume and report writing independently
Learning Outcomes: Knowledge on Communication and its types. Ability to prepare resume
and report writing independently.

Unit I: Introduction to Communication

Meaning - Definition - Characteristics — Process - Essentials of Effective Communication
- Forms of Communication - Verbal and Non-Verbal - Types - Formal and Informal -
Media of Communication - Written — Oral - Visual - Audio Visual - Computer based
Communication - Barriers and remedies.

Unit I11: Written Communication

Meaning - Business Letters - Essentials of a good Business Letter - Layout - Trade
Letters — Enquiries & Offers — Quotations — Orders - Circular Letters - Sales Letters -
E-mail Etiquettes.

Unit 111: Oral Communication

Oral and other forms of Communication — Speeches - Group Communication -
Presentations - Listening — Dialogue skills.

Unit IV: Drafting of a resume

Application for a situation — Structure - Preparation of Curriculum vitae — Drafting an
application for different positions.

Unit V: Report Writing
Meaning - Types of Business Reports - Structure of a Report - Stock exchange reports
and Sales reports.
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