F.Y. BCOM PROFESSIONAL


EFFECTIVE COMMUNICATION SKILLS -I

LEARNING OBJECTIVES:
1. To develop strong basis of communication skills among the learners and to demonstrate efficient ways of business correspondence in business

2. To promote 21st - Century Communicative Competence by enhancing the learners with competent speaking and writing skills for basic research and better career opportunities. 

COURSE CREDITS: 02



	Sr.
No.
	Modules
	No. of Lectures

	1
	 INTRODUCTION TO COMMUNICATION SKILLS
	15

	2
	   WRITING AND SPEAKING SKILLS
	15

	Total
	30



COURSE OUTCOME:
After the completion of the course Learners will be able to:  
CO1. Interpret & list down the principles and methods of Effective Communication and resolve Barriers to Communication as well as learn listening skills. 
CO2. Apply Research Writing Skills and different Professional Correspondences for developing Writing & Speaking skills














	1
	INTRODUCTION TO COMMUNICATION SKILLS

	
	       CONCEPT & PRINCIPLES OF COMMUNICATION SKILLS 
· Meaning, Definition, Process, Need, Feedback
· 7 Cs of Communication: Clarity, Conciseness, Completeness, Concreteness, Coherence, Correctness, Courteous  

[bookmark: ⚫_PRINCIPLES_OF_EFFECTIVE_COMMUNICATION]TYPES & CHANNELS OF COMMUNICATION | MEDIA & COMMUNICATION
· Verbal and Non-verbal Communication
· Internal and External Communication
· Importance of Media in Communication 
· Internet, Blog, E-mail, Moodle Social-Media (Advantages & Disadvantages)
· Netiquette
       EFFECTIVE COMMUNICATION
· Barriers to Communication: Physical and Mechanical, Semantic and Language, Socio-Cultural and Psychological.
· Ways to Overcome Barriers 
· Listening Skills: Importance, Obstacles, and Ways to Cultivate Good Listening Skills
        CASE STUDIES
· Barriers to communication
· Book Review
· Telephonic Conversation


	2
	WRITING AND SPEAKING SKILLS 

	
	 EFFECTIVE WRITING 
· Job Applications, CV/Resume, E-mail
· Appointment, Acceptance, and Resignation Letters 
· SOP (Statement Of Purpose)
INTRODUCTION TO RESEARCH WRITING
· Guidelines for Research Writing: choosing a topic, scheduling, and planning time for research and writing, conducting research, organizing research and ideas, drafting a paper, and revising and editing the paper.
· References, Bibliography, and Research Tools
  EFFECTIVE SPEAKING SKILLS
· Principles of Effective Speaking: Perception, Visualization, Inspiration, Description, Practice, 
· Persuasion, Confidence
· Components of Effective Public Speaking: Tonality, Gestures, Vocabulary & Grammar









[bookmark: _Hlk138418036]Recommended Readings:
Effective Communication Skills -I
1. Communication Skills Handbook - Summers, Wiley, India 
2.  Organisational Management Through Communication - Allen, R.K. 
3.  A Handbook of Commercial Correspondence - A. Ashley, Oxford University Press 
4.  Communication in Organisation - Fisher Dalmar, Jaico Publishing House 
5.  The Essence of Effective Communication - Ron Ludlow, Prentice Hall 
6. The Management of Public Relations – Robert D. Ross 
7.  Business Communication for Managers: An Advanced Approach Penrose Thomson learning 
8. How to Listen Better? Pramila Ahuja& G Ahuja Sterling Publication 
9.  Bovee Courtland, L, and Thrill, John V (1989) Business Communication, Today McGraw Hill, New York, Taxman Publication. 
10.  Darrow, Richard, Forrestal, Dan and Coolman, Aubrey (1967) Public Relations Handbook, The Dartwell Co., Chicago. 
11.  Shurter, Robert L. (1971) Written Communication in Business, McGraw Hill, Tokyo 
12.  Monippalli, M.M. (1997), The Craft of Business Letter Writing, T.M.H. New Delhi.
13.  Speaking Effectively: Developing speaking skills for Business English Comfort, (1994)
14. Rogerson Stott & Utley, Cambridge University Press 
15.  Speaking Globally Effective Presentations across International and Cultural Boundaries (1997) - Elizabeth Urech
16. Research Methodology-A Step-By-Step Guide for Beginners, Ranjit Kumar
17. Research Methodology: Modern, Methods & New Techniques, (2005),M. N. Borse
18. Research Methodology, (1996), B.D Kulkarni
















F.Y. BCOM PROFESSIONAL


EFFECTIVE COMMUNICATION SKILLS -II

LEARNING OBJECTIVES:
1. To develop and enhance the learner’s Corporate Skills for amplified efficiency within the workspace.
2. To help understand Soft Skills and Professionalism in regard to Corporate Communication along with writing skills for the enrichment of professional abilities. 

COURSE CREDITS: 02



	Sr.
No.
	Modules
	No. of Lectures

	1
	 COMMUNICATION IN THE CONTEMPORARY WORLD
	15

	2
	EFFECTIVE BUSINESS COMMUNICATION
	15

	Total
	30



COURSE OUTCOME:
After the completion of the course Learners will be able to:   
CO1. Identify and clarify all the Corporate Skills essential for success in a professional workspace 
CO2. Construct various business reports and letters at the organizational level and demonstrate their interpersonal skills. 















	1
	COMMUNICATION IN THE CONTEMPORARY WORLD

	
	       INTERVIEWS 
· Types of Interviews- Selection, Appraisal, Grievance, Exit, Online, etc.
· Preparing for an Interview
· Group Discussion [Theory]

PRESENTATION SKILLS
· Topic Research
· Organizing the Data
· Use of Audio-Video Aids
· Personal Appearance (Dressing & Grooming)
· Handouts, Q & A
        
         GROUP COMMUNICATION
· Committees & Meetings
· Seminars & Conferences

	2
	EFFECTIVE BUSINESS COMMUNICATION

	
	 BUSINESS CORRESPONDANCE 
· Report Writing: Format, Parts, Structure & Drafting of Report
· Drafting Business Proposals
· Business Letters: Trade Letters, Customers Grievance, Redressal Letters, Letters under the RTI Act.
SOFT SKILLS FOR LEADERSHIP & TEAM MANAGEMENT
· Interpersonal & Intrapersonal Skills
· Critical Thinking
· Problem-Solving
· Negotiating Skills
· Decision Making
· Leadership Styles
· Qualities of a Good Leader


   PUBLIC RELATIONS
· Functions of the PR Department
· Internal & External PR
· Crisis Management
· Press Release & Press Conference






Recommended Readings:
Effective Communication Skills -I
1. Communication Skills Handbook - Summers, Wiley, India 
2. Organisational Management Through Communication - Allen, R.K. 
3. A Handbook of Commercial Correspondence - A. Ashley, Oxford University Press 
4. Communication in Organisation - Fisher Dalmar, Jaico Publishing House 
5. The Essence of Effective Communication - Ron Ludlow, Prentice Hall 
6. The Management of Public Relations – Robert D. Ross 
7. Business Communication for Managers: An Advanced Approach Penrose Thomson learning 
8. How to Listen Better? Pramila Ahuja& G Ahuja Sterling Publication 
9. Bovee Courtland, L, and Thrill, John V (1989) Business Communication, Today McGraw Hill, New York, Taxman Publication. 
10. Darrow, Richard, Forrestal, Dan and Coolman, Aubrey (1967) Public Relations Handbook, The Dartwell Co., Chicago. 
11. Shurter, Robert L. (1971) Written Communication in Business, McGraw Hill, Tokyo 
12. Monippalli, M.M. (1997), The Craft of Business Letter Writing, T.M.H. New Delhi.
13. Speaking Effectively: Developing speaking skills for Business English Comfort, (1994)
14. Rogerson Stott & Utley, Cambridge University Press 
15. Speaking Globally Effective Presentations across International and Cultural Boundaries (1997) - Elizabeth Urech

