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BusinessCommunication-I

CourseDescription:

This course focuses on bringing in perspective the importance of Business
Communication for organizations and individual employees in the context of multicultural
workforce in a digital world. The course will focus on
inslillingcffectivccommunicationskiIIsinstudentsfororganizationalsctup.’l'hecourse
willbelaughtusingtexts.casesandc!assroomexcrcisesforimprovingbolh
writtenandoralcommunicationinstudents.

CourseObjectives:

1. To understand the concept, Pprocess, and importance of Business
Communication.

2. Tohclpstudcntsinunderstanding&hebasicprinciplesandtcchniques ofbusiness
communication.

3. Totrainstudcntstoacquircandmaslerwrillcncommunicalionfonhc corporate world.

4. Toscnsi(izestudcntstounderstandBusinessCommunicalioninGlobaland Cross-
Cultural context.

CourseContent:
Unitl:IntroductiontoCommunicationin Organizations

Introduction to Business Environment and Communication, Models of communication,
Basics of Communication (types, channels and barriers), 7Cs of communication, Formal
and informal communication, ListeningSkills, communication on social media
platforms.

Unit2: WrittenCommunication

Planning and exccuting different types of messages, emails, formal letters(Planning&
Layout of Business Letter) and informal messages on c-platforms, negative messages:
indirect& direct negative messages; Persuasivemessages, request letters to various
stakeholders, Sales Letters, Complaint& Follow up Letters, Promotion Letters, Job
application Letters, cover letters, resume, Resignation Letters.



Unit3-Interpersonal Connmunication

To?amc.omlmmicmion.mnnngingcommunicmionduringonlinc meeting.communication
with virtual team, Fommunicmian in gig economy; Presentation skills (Verbal and non-
vcrbal)'.' Powerpoint presentation skills; Infographics,introduction 1o contemporary
alternatives (such as- Prezi,Visme, MicrosoftSway.Zoho)

Unit4-DigitalCommunication

Sc.)cial media and individual, social media& organizations, Media Literacy; Strong
Dlgllal.communicationskiIls—cmaiI,insmmmessaging,videoconfercncing.
c-meetings,Digital collaboration,digital citizenship —digital etiquettes&
rcsponsibiIitics;inlroductionlopcmonalandorganizntionalwebsilcs.

TextBooks(LatestEditions):

1. AICT E’sPrescribed-CommunicationSkillsinEngIish,KhannaBookPublishing.

2 Lesikar,R.V.&M.E.FIatlcy,“BusinessCommunication:Connectingina Digital
World”, McGraw-Hill Education.

& Murphy.H.A.,Hildebrandt.H.&Thomas,J.P..EffecliveBusiness
Communication. McGraw Hill.

4. Mukeljeel-l.S.,BusinessCommunicalion:ConnectingalWork.Oxford
Publication

S, Boove,C.L.,Thill,J.V.&Raina.R.L.BusinessCommunicationTodny,
Pearson.
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. Students are expected 1o display proficiency in writing the following Business
Communication(andbeevaluatedforinternalassessment):Persuasiveletters.
Promotion letters and cover Letters; Prepare Elevator Pitch

CourseOutcomes:

1. Apply the skills of effective letter writing and be able to create various kindsof
Business letters.

2 Undersmndvariousbarricrslocommunicalionundapplyprc-cmptivc measures,
including feedback, to minimize the same.

3. StudcnlsshalIbcabletoeffcctivclyannlyzcandevaluatevariouskinds
ofbusinesscorrespondenceande-correspondence.

4. Ablctopreseminfrontofaudiencewithconﬁdcnceandexpcnise.



