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MANAGEMENT CONCEPTS
1 BMB 101 & ORGANISATIONAL
4 0 20 | 10 0 30 70 0 100 3
BEHAVIOUR
2 BMB 102 |MANAGERIAL ECONOMICS| 4 0 20 | 10 0 30 | 70 0 100 3
BMB 103 FINANCIAL ACCOUNTING
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BMB 104 BUSINESS STATISTICS &
4 ANALYTICS 3 1 20 | 10 0 30 | 70 0 100 3
MARKETING
S BMB 105 MANAGEMENT 4 0 20 | 10 0 30 | 70 0 100 3
CREATIVITY, INNOVATION
6 BMB 106 | AND ENTREPRENEURSHIP | 2 0 20 | 10 0 30 70 100 2
BMB 107 BUSINESS
7 COMMUNICATION 3 1 20 | 10 0 30 | 70 0 100 3
) BMB 151 IT SKILLS-1 0 0 20 | 10 0 30 - 70 100 3
MINI PROJECT -1
9 BMB 152 0 0 20 | 10 0 30 0 70 100 3
10 BVC 151 SPORTS & YOGA * 0 0 0 | 100 0 00 | O 0 100 0
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Qualifying but Non Credit Course




BUSINESS COMMUNICATION
BMB 107

Course Credit: 3 Contact Hours: 40 hours

Course Objectives

1. To understand business communication strategies and principles for effective communication in
domestic and international business situations.

2. To understand and appropriately apply modes of expression, i.e., descriptive, expositive, narrative,
scientific, and self-expressive, in written, visual, and oral communication.

3. To develop the ability to research and write a documented paper and/or to give an oral presentation.

4. To develop the ability to communicate via electronic mail, Internet, and other technologies for
presenting business messages.

5. To understand and apply basic principles of critical thinking, problem solving, and technical
proficiency in the development of exposition and argument.

UNIT I : (8 Hours)

Introduction: Role of communication — defining and classifying communication — purpose of
communication — process of communication —characteristics of successful communication — importance
of communication in management — communication structure in organization — communication in crisis
barriers to communication. Case Studies

UNIT II: (8 Hours)

Oral communication: What is oral Communication — principles of successful oral communication —what
is conversation control — reflection and empathy: two sides of effective oral communication — effective
listening — non — verbal communication. Written communication: Purpose of writing — clarity in writing
— principles of effective writing — approaching the writing process systematically: The 3X3 writing process
for business communication: Pre writing — Writing — Revising — Specific writing features — coherence —
electronic writing process.

UNIT I11: (8 Hours)

Business letters and reports: Introduction to business letters — writing routine and persuasive letters —
positive and negative messages- writing memos — what is a report purpose, kinds and objectives of report
writing. Presentation skills: What is a presentation — elements of presentation — designing a presentation.
Advanced visual support for business presentation types of visual aid

UNITIV: (8 Hours)

Employment communication: Introduction —writing CVs — Group discussions — interview skills Impact
of Technological Advancement on Business Communication networks — Intranet — Internet — e mails —
SMS — teleconferencing — video conferencing. Case Studies

UNITV : (8 Hours)

Group communication: Meetings — Planning meetings — objectives — participants — timing — venue of
meetings — leading meetings. Media management — the press release press conference — media interviews
Seminars — workshop — conferences. Business etiquettes. Case Studies
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Course Outcomes
Upon successful completion of this course, the student should be able to:

S. No. | Course Outcome Bloom’s Taxonomy

1 COL. Apply business communication strategies and Applying (K4)
principles to prepare effective communication for
domestic and international business situations.

2 CO2. Analyse ethical, legal, cultural, and global issues
affecting business Communication. Analyse (K5)

3 COa3. Develop an understanding of appropriate
organizational formats and channels used in business Knowledge (K2)
communications

4 CO4. Gaining an understanding of emerging electronic | Comprehending(K3)
modes of communication.

5. CO5. Developing effective verbal and non verbal Remembering(K1)/
communication skills. Applying (K4)

Suggested Readings:

1. Bovee&Thill — Business Communication Essentials A Skill — Based Approach to Vital Business

English. Pearson.

2. Kulbhushan Kumar & R.S. Salaria, Effective Communication Skills, Khanna Publishing House,
Delhi

Bisen&Priya — Business Communication (New Age International Publication)
Kalkar, Suryavanshi, Sengupta-Business Communication(Orient Blackswan)
Varinder Bhatia, Business Communications, Khanna Publishing House
Business Communication: Skill, Concepts And Applications — P D Chaturvedi, MukeshChaturvedi
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Pearson Education.
7. AshaKaul, Business Communication, Prentice Hall of India.
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