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ABOUT THE DEPARTMENT

The Department of Disaster Management is a new Department established in the
academic year 2019-20. The study of disaster management is a felt need of the hour as
catastrophes are increasingly experienced due to climate change. The Department has
developed cutting-edge teaching and research methods to provide theoretical and
practical perspectives on disaster mitigation, preparedness, response and recovery.

COURSE OBJECTIVES

1.The primary objective of the course is to enhance the communication skills
of the students.

2.Enhance proficiency and competencies in verbal and non- verbal
communication skills with a holistic long-term perspective

COURSE OUTCOME

By the end of the course students should be able to:

1. Apply business communication theory to solve workplace communication
issues.

2. Demonstrate the communication skills required in the workplace.

3. Understand complex ideas in written and spoken formats.

4. Express complex ideas accurately in written and spoken formats.

5. Identify Common Errors and Rectify Them

Course Coordinator:

Dr. E. SARALADEVI

Teaching Assistant

Department of Disaster Management
Alagappa University,

Karaikudi 630 004

Contact: 9962477111
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646VA3-BUSINESSCOMMUNICATION

Objective:Theprimaryobjectiveofthecourseistoenhancethecommunicationskillsofthestudents.

Unitl: IntroductionNature,ImportanceandRoleofCommunication;theCommunication
Process;BarriersandGatewaystoCommunication,theCross-
CulturalDimensionsofBusinessCommunication.

Unitll: 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.
Unitlll:

CommunicationforJob:WritingCVs&ApplicationL etters, GroupDiscussions& Interview
s, TheEmploymentInterview, ImpactofTechnological AdvancementonBusiness
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.
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