
 

 



646VA3-BUSINESSCOMMUNICATION 
 

Objective:Theprimaryobjectiveofthecourseistoenhancethecommunicationskillsofthestudents. 

UnitI: IntroductionNature,ImportanceandRoleofCommunication;theCommunication 

Process;BarriersandGatewaystoCommunication,theCross-
CulturalDimensionsofBusinessCommunication. 

UnitII: FormsofCommunicationandCommunicationforJobVerbalCommunication:Typesof 

Verbal Communication Art of Public Speaking, Effective Listening etc. Written 
Communication:Principles of Effective Written Communication; Commercial Letters, Enquiries, 

Quotations and TenderNotices, Placing Orders, ExportImportCorrespondence, 

CorrespondencewithPublic 
Authorities,SpeechWriting,PreparingMinutesofMeetings;ExecutiveSummaryofDocuments.Internal 

Communication: Memo, Office Order, Office Circular, Office Note, Correspondence with 
BranchOffices.Précisandsummarizing.Report andProposalWriting,WritingaSummerProject Report. 

UnitIII:

 CommunicationforJob:WritingCVs&ApplicationLetters,GroupDiscussions&Interview

s,TheEmploymentInterview,ImpactofTechnologicalAdvancementonBusiness 

Communication;Communicationnetworks,Intranet,Internet,emails,SMS,teleconferencing,videoconferen

cing 

Unit IV: CaseStudyMethodofLearningUnderstandingthecasemethodoflearning,Differenttypes of 

cases, Overcoming the difficulties of the case method, Reading a case properly 

(previewing,skimming,reading,scanning),Caseanalysisapproaches(systems,behavioural,decision,strateg

y), 
Analyzingthecase, dos'anddon'ts forcasepreparation 

UnitV:
 SoftSkillsDevelopmentSoftskillattributesforbusinessexecutiveslikecommunication,busi

nessetiquette,adaptability,integrity,interpersonalskills,positiveattitude,professionalism,disciplineandres

ponsibility,teamworkandmotivation.PresentationSkills: 

Presentation definition, Elements of presentation, designing a presentation, advanced visual support 

forbusinesspresentation,Typesofvisualaids,Appearance&Posture,Practicingdeliveryofpresentation. 
SUGGESTEDREADINGS: 

1.Scot,O.(2016).ContemporaryBusinessCommunication.NewDelhi:Biztantra. 

2.Sehgal,M.K.andKhetrapal,V.(2006).BusinessCommunication.NewDelhi: ExcelBooks. 

3.Ludlow,R.&Panton,F.(1998).TheEssenceofEffectiveCommunications.NewDelhi: 

PrenticeHallofIndiaPvt.Ltd.4.Taylor,S.(2015).CommunicationforBusiness.NewDelhi:Pearson 
Education. 

4.Lesikar,R.V.&Flatley,M.E.(2016).BasicBusinessCommunicationSkillsforEmpowering 
theInternetGeneration.NewDelhi:TataMcGrawHillPublishingCompanyLtd. NewDelhi. 

5.Guffey,M.E.&Loewy,D.(2016),BusinessCommunication.US:CengageLearning. 

6.Bisen,V.(2009).BusinessCommunication.NewDelhi:NewAgeInternational(P)Ltd., 
Publishers. 

 

 


