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CourseCode UM01AEBBI01 Title of the 
Course 

 

Communication Skills for Management-I 

TotalCredits 
oftheCourse 

 

02 Hours per 
Week 

 

02 

 

 
BACHELOROFBUSINESS ADMINISTRATION 

BBA(ITM) Semester:I 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

Course 
Objectives 

1.Tohelpstudentstodeveloptheabilitytolistenattentively,understanddifferent 
perspectives,andrespondappropriately. 

2.Todevelopclearandconciseverbalandwritten 
communicationskillsthatareappropriatefordifferentsituations,audiencesandcon

 
3.Tomakethelearnerproficientintheuseof theEnglishlanguage. 

4.Todeveloptheskillsof independentreadingandwritingwithcomprehension. 

5.Tointroducelearneristothebasicconceptsofbusiness communication. 

 
 
 
 

CourseContent 

 
Unit 

 
Description 

 

Weightage 
(%) 

1. 
 
 
 
 
 
 
2. 
 

Text:AcollectionofshortstoriesNameoftheText: 
ContemporaryShortStoriesEd.L.A.Hill(OxfordUniversityPress) 

1.   TheHappyPrincebyOscarWilde 
2.   TheMarkofVishnubyKhushwantSingh 
3.   TheHalfyardHambyA.E.Coppard 
4.   UneasyHomecomingbyWillF. Jenkins 
5.   TheTrustPropertybyRabindranathTagore 
(Threetext-baseddescriptivequestionsmaybeasked) 
__________________________________________________________________ 
IntroducingBusiness Communication: 

•Concept,Definitions andAttributesofCommunication  
•ImportanceofCommunicationinBusiness  

•TheProcessofCommunication(CommunicationCycle)  
•TalkTactics  
•TheTenCommandmentsofEffectiveCommunication 

(General questions/shortnotesmaybeasked)  
 

 
 
 

50% 
 
 
 
 
 
 
 
 
50% 
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TeachingLearni
ng 
Methodology 

Learner-centredInstructional methods,Directmethod,quiz, assignments, interactive 
sessions,seminars,visualpresentations,groupdiscussions,project 
basedlearninganduseofe-resources,includingfilms 

  

Evaluation Pattern 
 

Sr. 
No. 

DetailsoftheEvaluation Weightage 

1. InternalWritten(As perCBCSR.6.8.3) 15% 

2. InternalContinuousAssessmentintheformofQuizzes,Seminars, 
Assignments,Attendance (AsperCBCSR.6.8.3) 

15% 

3. UniversityExamination 70% 
    

CourseOutcomes 

1. Studentsshouldbeabletocommunicateeffectivelyindifferent 

contexts,bothverballyandinwriting, 

withdifferentstakeholders includingcolleagues superiors andcustomers  
2. Studentsshouldbeabletobuildpositiveandproductiverelationshipswithcolleagues 

andstakeholders throughactivelistening,empathy,andconflictresolution. 

3. Studentsshouldbeabletodemonstrateeffectiveleadershipskills,includingmotivatingandinfluencin

g others,settinggoals andexpectations,andprovidingfeedback. 

 

4. 
Studentsshouldbeabletopresentthemselvesprofessionallythrougheffectivecommunicatio

n, includingdress,bodylanguage,andetiquette. 
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Suggested References 

Sr.No. References 

1 EssentialsofBusinessCommunication –RajendraPalandJSKorlahalli(SultanChand&Sons) 

 

2 PrinciplesandPracticeofBusinessCommunication –RhodaADoctor&AspiHDoctor(AR 
Sheth&Company,Mumbai) 

3 BusinessCommunication–USRai&SMRai(HimalayaPublishingHouse,Mumbai) 

 
4 

DevelopingCommunicationSkills–KrishnaMohan&MeeraBenerji(Macmillan) 

 
5 

EffectiveBusinessCommunication–AshaKaul(PrenticeHall–EconomyEdition) 

 
6 

BusinessCommunication–AshaKaul(PrenticeHallofIndiaPvtLtd,NewDelhi) 

 
7 

EffectiveBusinessCommunication –MVRodriques(ConceptPublishingHouse) 

 
8 

BusinessCommunication–MeenakshiRaman&PrakashSingh(OxfordUniversityPress) 

 
9 

BusinessCommunicationandReportWriting–RP Sharma and KrishnaMohan (Tata 
McgrawHill2002) 

 
On-lineresourcestobeusedasandwhenrequired. 
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