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Unit Description in detail Weightage (%) 

1 INTRODUCTION: 
Role of communication, defining and classifying communication, purpose of 
communication, process of communication, importance of communication in 
management, Communication and organization, Communication and manager, 
communication structure in organization &, 7 C’s of communication.  

20 % 

2 Barriers to Communication 
Concept, Nature of Barriers, gateway in communication, How to overcome 
barriers? 

20 % 

3 Being a good writer: 
Managing Meetings: Agenda. Minutes, Effective Presentation Skills: Concept. 
Importance, 
Negotiation, Interview Techniques, Format of a Letter, Report writing, minutes 
and their process 

20 % 

4 Writing: summaries, and abstracts and technical definitions: 
Objectives, Introduction, Executive Summary, Abstract Summary, Technical 
Definitions, Definitions, Informal Definitions, Formal Definition, Extended 
Definitions 

20 % 

5 Communication skills for managers: 
Listening skills, Writing Skills, Telephone Skills, Career Skills, Soft Skills 

20 % 
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