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English Language and Business Communication

Course Code; 24UENGOl
Course Credit: 01(1-0-0)
Max. Marks: 50 (15t+3SE)

0bjective:

;:,:iffi :::1',:'J,i",r::iXi::.:Ti:*:lt tn y:':,:n as werr as orar communicarion through
ancl techniques ofbusiness commurJ;r:l"Ttt 

will help studettts in understanding ir.,. p.i".ipr?t

Learning outcomes: After completing this course, the learnrs will be able to1' sludents would be able to understand the nrrrr.,-ltructure, types and process of variousdimensions of comm.u.nication and appry them in communication,2' students would be able to make effective presentation, in ,,a.ious business/professional situations^ lncorporating the,ethics of good negotiations and assertive behavior.3' 
ilxfl:111#i'*1,::t'"p 

.onlputun"f to undersrand and perform rhe diversiry of the gtobatized
4' 

;IffI;#::i'.ffilf,.tL,t|.1t' various tvpes or docun:ents used inside rhe organization ror
5' Students would develop interview skills and competency incorporating the use of different socialmedia platforms for networking.

Units L- Topics

I
Basics of

Communication

rvrcarrng, rrocess and lypes ol Communication; princjiples ofEflective cor,rnu,ication: i'rocc:ss and typcs of ristcriing, J.,llrr"n,,
to listening process, cssentials of'good liitcning,

il
Presentation Skills

rrcrequlsltes oI eltectrve
Presentation,

Ncgot iat ions-typcs, sll.uct ur.cs
Assertive behavior.

presentation, formai oI

and basics ol' ncgotiations;

llt
Multicultural World
and Communication

Eustness uommunlcatron in a globalized and multicultural
world;.understanding cultural cliversity and developing
cultural competency and inter-iultural buslneis
communication skills; Barriers to cross-cultural
communication and strategies to overcome them,

IV
Written

Communication

Mechanics of writing. r"pori
correspondence - busincss lcttcr firrmat, stylc of lctter arrangcnrent,
types of letters, electronic rnatl; Resunre Writrng

V
Communication in

Practice

rrepanng lor rnteryiews- types of interviews, process of--
interview and group discussion; etfective ways of
performing well in intervielvs; Social media and
Networking, Social rnedia profiles, Editing and posting onsocial
nredia;

NX $--^



Recommended Readings:

' Bovee, C., & Thill, J'V., and Raina, R.L. Business Communication Today.New york: pearson,
2016.

' Lata, Pushp, and sanjay Kumar, communication Skills.2na ed. New Delhi: oup, 201g.
' Lehman, C' M,, Dufrene D' D., and Sinha, M, BCOM;The South A.sian per,spective ot1 Bu,tirte:;.sCommunicolior. New Delhi: Cengage Learning, 2016.

' Monippally, Matthukutty, M. Business Communicqtion: From principles co practice, NewDelhi: McGraw Hill pub., 2018.

' Mukerjee, H' S. Business Communicctlion; Connecring ar Vt/orkplace. New-Delhi: Oxlord
University Press, 20 I 2,

' Murphy, H' A,, Hildebrandt, H.W., and Thomas, J,P, Elkctive Business Communic,q/ioa. Boston:
McCraw-Hill Companics, I 997.

' Post, Ernily. The Etiquette Advantage irr Busittt,.t.t. New york: collins, 2005.
' Ramesh, Gopalaswamy, and Mahadevan Ramesh. 7'he Ac:e olsq/i S,til/,s. Artitucle, Comnrurtrit.ution

and Etiqueue /br Success, Noida: pearson, 2019,

' Sandra, M. O. Handbook of Corporate Communication ancl Strategic public Relations; pure and
Applied, New Delhi: Routledge, 2004,

' Sinha, K, K. Taxmann's Business Communicotion.4',r Revised ed, New Delhi; Taxmann's pub.,
2 018,

' Taylor, Crant. English Conversatictn Prqctic'c.lndian cd. Chcnnai: McCraw Hill Education pvt.
Lrd.,20t'1 .
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English Language and Business Communication practical

Course Code; 24UENGO2

Objective: This course,is designed to strengthen
by providing them hands-on practice,

Course Credit: 0 1 (0- 1-0)
Max. Marks: 50(351+15E)

the conrmunication abilities of the learners

Learning outcomes: After completing this course, the learns will be able to
l) Demonstrate knowledge and understanding of a range of prof'essional or public

communication siruations,
2) Perform effectively in diverse professional and public communication situations like

interviews and negotiations, drafiing emails and resume etc.

Details

l) Situational Conversations
2) Listening Skills
3) Resume Writing
4) Mock Interviews
5) Group Discussion
6) Presentation Skills
7) Negotiation Skills
8) Email Writing
9) Public Speaking
l0) Extempore Speech

Note; The teacher should play the role of the facilitator and allow the learners maximum
time to practice these activities. The focus should be primarily on helping the learners

overcome the LSWR barrier and gradually move towards honing these skills to enable

the learners use them in professional communication situations.
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