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Unit Description in detail Weightage (%)

Objectives: To impart training to the students with a view &veloping their 25 %
communicative competence in English.
To equip students with the skills necessary atbikplace.

1 Essentials of Presentation: Using Visual Aids for Presentation 25 %
» Oral Presentation (Transparencies, graphs, clect$,
Using Audio /Visual Aids for Presentation
* Electronic Presentation (Multimedia/PPT)
Coping with Presentation fears
Non-Verbal aspects of Presentation

2 I nter cultural Business Communication: Need and Importance of Intercultural 25 %
Business Communicatipbeveloping Intercultural Awarened2atterns of
Cultural DifferencesFactor of Cross Culture Relationship

3 Business Etiquettes (Advanced): Etiquettes in Written Communication 25%
Interview Etiquettes: Preparation for an Intervi&agctors of success in
Interview, Types of Interview questions, non-veraspects of Interview

4 Negotiation Skills: Negotiation: Concept and Importance
Stages in the Negotiation Process,
Strategies of negotiation: initial, during and feiag (closing)

Practical:

1 Presentations (Oral or PPT) (For Presentation destumay select any topjc 50 %
from social, academic, management and businedsdedacas)

2 Viva Voce (Based on the Presentation) 50 %

Basic Text & Reference Books:

» Hasbany Ghassahtow to make winning presentation: Jaico Publication

» Om P Juneja&AartiMajumdarBusiness Communication Techniques & Methods, Orient
BlackSwan.
Antony Jay & Ross Ja¥ffective Presentation, Universities Press (UP).
David RobinsonBusiness Etiquettes, Kogan Page India Private Limited.
H. Frazier Moore & Frank Kalup&ublic Relation, ninth edition, principles, cases and problems,
Surjeet Publications, Delhi
Herb CohenYou can Negotiate anything, Jaico Publishing House
Ghanekar, Anjali, Dr.Essential of Business Communication Skills, Everest Publishing House
Rajendra Pal & J S KorlahalEssentials of Business Communication, Sultan Chand & Sons
Shirley Taylor & V. ChandraCommunication for Business-A Practical Approach, Pearson
Publication
P.D. Chaturvedi & Mukesh Chaturve@iusiness Communication-Concepts, Cases, And
Applications, Pearson Publication
Raman, Minaxi & Singh, PrakasBusiness Communication, OXFORD
Lesikar & Flately: Basic Business CommunicationtalllcGraw Hill Edition.
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