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BACHELOROFBUSINESSADMINISTRATION
BBA(ITM) Semester: 11

CourseCode UMOZAEBBI01 Titleofthe Communication Skills for Management—II
Course

TotalCredits 02 Hoursper 02

oftheCourse Week

1. Toequipstudents withtheskills theyneedtocommunicateeffectivelyas
managers.This includesskills suchaspublicspeaking, presenting,writing,and
listening.

C_our_se 2. Todevelopanalyticalandreasoningskillsin studentstohelpthembetter
Objectives understandandcommunicatecomplexideas.

3. Tofocusondevelopingcross-culturalcommunicationskillstohelpstudents
workmoreeffectivelyindiverseenvironments.

4. Todeveloptheabilitytocommunicateeffectivelythroughwrittenlanguage

5. Toenhancecreativityandtheabilitytoexpressideasinaclear andconcise manner
throughwriting

CourseContent

Unit Description Weightage
(%)

1. |PublicSpeakingandOralPresentation:

PreparatorySteps, StructuringtheContents,AudienceAwareness,Modesof
delivery,VocalAspects, TimeManagement,HandlingQuestions,Meeting
UnexpectedSituations,Do’s andDon’ts,SpeechesforSpecialOccasions,
EvaluatingSpeechandOralPresentation

50%

2 (A) BusinessCorrespondence:Structure/Format/Layoutofabusiness letter

eRegularparts-(Letterhead,Date, Inside Address,Salutation,Bodyofthe
Letter,ComplimentaryClose,Signature)

e Occasionalparts-(ReferenceNo.,Attentionline,Carboncopynotation,
Identificationmark,Enclosures)

25%

e Essentials/qualitiesof aneffectivebusinessletter- Correctness,Conciseness,
Clarity, Courtesy, Completeness

and“You’Attitude(Consideration)(General questions/shortnotesmaybeasked) 250/
0
(B) InquiryLettersand Repliestolnquiries:
e_etters concerningcatalogues,prices,quotations,samples,
discounts,credit,modeofdelivery,package,concessions,
termsofsale,modeof payment, transportation,etc.
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Learner-centrediInstructionalmethods, Directmethod,quiz,assignments,

TeachingLearning | . . . ) . . . . .
interactivesessions,seminars,visualpresentations,groupdiscussions,project

Methodology : ) S
basedlearninganduseofe-resources,includingfilms

EvaluationPattern

Sr. DetailsoftheEvaluation Weightage
No.
1. InternalWritten(AsperCBCSR.6.8.3) 15%
2. InternalContinuousAssessmentintheformofQuizzes, Seminars, 15%
Assignments,Attendance (As perCBCSR.6.8.3)
3. UniversityExamination 70%
CourseOutcomes

1 Todevelop anunderstandingofthetheoriesandprinciplesofcommunicationinamanagementcontext.
) Todevelopskillsinactivelisteningandempatheticcommunicationtobetterunderstandandrespondto

" [stakeholders'needsandconcerns.

3 AppreciatescreativeEnglishandimbibescorevaluesthatbuildstrengthofcharacter

4 Communicateseffectively,bothorallyandinwriting.

5 Understandsandacquiresbasicstructuralknowledgeofbusiness communication
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SuggestedReferences
Sr. No. References
1 Essentialsof BusinessCommunication—RajendraPalandJSKorlahalli(SultanChand&Sons)
) PrinciplesandPracticeofBusinessCommunication—RhodaADoctor&AspiHDoctor (AR
Sheth&Company,Mumbai)
3 Business Communication-USRai&SMRai(HimalayaPublishingHouse,Mumbai)
4 DevelopingCommunicationSkills—KrishnaMohan&MeeraBenerji(Macmillan)
5 EffectiveBusinessCommunication—AshaKaul (PrenticeHall-EconomyEdition)
6 Business Communication—AshaKaul(PrenticeHallofIndiaPvtLtd, NewDelhi)
. EffectiveBusiness Communication—-MVRodriques(ConceptPublishingHouse)
8 BusinessCommunication—MeenakshiRaman&PrakashSingh(OxfordUniversityPress)
9 BusinessCommunicationandReportWriting—RPSharmaandKrishnaMohan(Tata

McgrawHill2002)

On-lineresourcestobeusedasandwhenrequired.
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