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“Part A 'Il'l'tl‘Odl"l'fCﬁ()n* e e

Class’: BBA I Year | Year:202 ] Session:2021-2022

IUNICATIONSKILLS _

Program Certificate

1 | Course Code Mi-BBAA2T (Group-I)

2 | Course Title 5327 —
Course Type (Core

3 | Course/Elective/Generic (Core Course)
Elective/Vocational/.....)

4 | Pre-requisite (if any) Not Required (Open for All)
Course Learning outcomes | | Imagination, Ethical Theory and Skills to Interact,
(CLO) Students can learn how to do this ethically and effectively.

2. Students can learn and practice group communication
skills, They will leam how to respond in discussions,
5 interviews, conferences.
3. Students can learn nonverbal communication, listening
and organizational culture.
4. Students can be equipped with knowledge of professional
communication through the basic principles of writing
professional papers and other documents.
6 | Credit Value (Credit) 6
7 | Total Marks Max. Marks: 25+75 | Min. Passing Marks:33

. PartB-Contentof the Course. . = =

Total No. of Lectures-Tutorials-Practical (in hours per week):3 Hours
L-T-P: 90
Unit | Topics No. of Lectures
Historical background of Communication, Definition and Process of
1 Communication, Essentials of Effective Communication, Barriers to 18
Communication, Role of Communication in Organizational
Effectiveness.
Public Speech - Composition Principles, Speech Delivering Skills, |
2 | Group Discussion: Do's and Don’ts of Group Discussion, 18
Communication in Committees, Seminars and Conference.
3 | Non-Verbal Communication: Meaning, types and Importance, 18
Listening, Difference between Listening and Hearing.
Business Correspondence, Essentials of Effective  Business
4 | Correspondence, Structure of Business Letter, Types of Business Letter: 18
Engquiry, Reply, Orders, Complaints and Circular Letter. »
5 | Drafting of Notices, Agendas, Minutes, Job Application Letters, 18
Preparation of Curriculum Vitae,

o - PartC-Learning Resources
Text Books, Reference Books, Other resources

Suggested Readings:

* Ace of Soft Skills Attitude Communication and Etiquette for Success by Gopalaswamy
Ramesh, Pearson India

* RaoN.and Das R. P., Communication Skills, Himalaya Publishing House, Mumbai.

* Mehta D. & Mehta N. K., A Handbook of Communication Skills Practices, Radha Pub.,
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New Delhi.

Delhi.

Suggested web links:

Sinha K.K., Business Communication, Galgotia Publishing House, New Delhi.
*  Murphy A. ‘& Peck Charles E., Effective Business Commumcatlon Tata McGraw Hill, New

®  Dr. Praveen Kumar Agrawal &Dr. Avineesh Kumar Mishra, Communication Skills, Sahitya
Bhawan, Agra (Hindi Medxum)

httg% //books.google.co.in/books/about/Effective Business Communication.html?id=DzoljoiJVolC

Suggested ¢ uwaient onli

¢ courses:

~_ Part D-Assessment and Evaluation

Maximum Marks: 100

- Suggested ontxnu0u§ Evaluation Methods:

- Continuous Comprehensive Evaluation (CCE): 25marks University Exam (UE) 75 marks

Internal Assessment: Class Test 15
Continuous Comprehensive Assignment/Presentation 10
Evaluation (CCE):25 .
External Assessment: Section(A): Three Very Short | 03x 03 =09
University Exam Section: 75 | Questions (50 Words Each)
Time: 02.00 Hours Section (B): Four Short
Questions (200 Words Each) 04 x 09=36

Section (C): Two Long
Questions (500 Words Each)

02x 15=30 Total 75

suggestions: Theoretical exposition should be. accompamed by stcussxons, Case-
ably with Indian Context, Presentations and Industry Based Assignments.
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