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Pass Marks: 40

ASSIGNMENT No. 1

(Unit 1–4)
Q. 1
What are the pre-requites for ensuring effective communication in an organization? Discuss.
(20)
Q. 2
How far the cultural variables affect the organizational communication. 
Discuss. 
(20)
Q. 3
Describe the various challenges that businesses face in handling new technologies, in managing their information for greatest productivity inside and outside the organization. 
(20)
Q. 4
Differentiate between solicited and un-solicited sales letters. What guidelines should be observed for writing these letters? 
(20)
Q. 5
What is public speaking? Discuss the factors that should be considered by a manager preparing to speak before a group of audience. 
(20)
ASSIGNMENT No. 2
Total Marks: 100

Q. 1
“There is no denying fact that most of Manager’s time is consumed in communication. A business manager must be able to communicate effectively in order to fulfill his business objectives.” Do you agree? Why or why not?
(20)
Q. 2
Discuss seven C’s of communication with examples form practical life situations. Which guidelines should be kept in view to achieve seen ‘C’ qualities in communication?
(20)
Q. 3
What are the pre-requisites for promotable executives?
(20)
Q. 4
What are the types of communication? Enlist their forms also.
(20)
Q. 5

Write a letter to the appropriate authority making a specific complaint about the road services in your area. Also write the reply on behalf of authority.
(20)

3578 (Old 3424) Professional Communication
Recommended Book: Effective Business Communications, International Edition, 7th Edition, by Herk A. Murphy, Herbert W. Hilclebrandt, Jane P. Thomas 
Course Outlines:
Unit-l:
An Overview of Communication
a) Defining communication, Importance of communication, Concepts of communication
b) Barriers in communication, Noverbal communication, Principles of effective communication
Unit-2:
Business Communication in Context
a)
Business Communication and the global context

1)
Background to intercultural communication, and National cultural variables 

2)
Individual cultural variables

b)
Business communication and Ethics, Influences on personal ethics, Communication and ethical issues
Unit-3:
Business Communication and Technology

a)
Managing information within Organization



1)
History of technological Developments


2)
Challenges to the organization Made by New Technologies

b)
E-mail & Others technologies for communication
1)
Defining E-Mail, Using E-Mail, Under Standing How E-Mail Works
2)
Understanding the internet, Establishing security, Voice mail, Group Ware
3)
CD_ ROM Database, Teleconferences, Faxes

c)
Managing information our sides the Organization
Unit-4:
Message Design

a)
Process of Preparing Effective Business Messages


1)
Five Planning Steps, Basic Organizational Plans, Beginning & Ending 



2)
Composing the Message


b)
The Appearance and Design of Business Message Business Letters, Memorandums, Special timesaving Message Media


c)
Good-News and Neutral Messages Organizational Plan, Favorable Replies, Neutral Messages 
Unit-5:
Written Communication: Major Plans for Letters and MEMOS


a)
Bad-News Messages


1)
The right Attitude, Plans for Bad-News Messages


2)
Negative Replies to Requests, Unfavorable Unsolicited Messages


b)
Persuasive Written Messages


1)
Organization of persuasive messages 


2)
Persuasive Request, Persuasive Sales Letters 
Unit-6:
Written Communication: Reports

a)
Short Reports


1)
Suggestion for short Reports, Informational Memorandum Reports 


2)
Analytical Memorandum Reports, Letter Reports


b)
Long (Formal) Reports (Prefatory and Supplemental Section, Presentation of Long Reports
c) Proposals (Purpose, Kinds, Parts, Short Proposals, Long Formal Proposals)
d) Writing style and appearance
Unit-7: Strategies for Oral Communication
a)
Strategies for Successful Speaking and Successful! Listening
1) Strategies for Improving Oral Presentation, Strategies for Reducing Stage Fright
2) Strategies for improving Listing Skills


b)
Strategies for Successful Informative and Persuasive Speaking
1) Purpose of Informative and persuasive speaking,
2) Kinds of informative and persuasive Speaking
3) Audience analysis for Informative and persuasive Speaking
4) Organization for Informative and Persuasive Speaking
5) Supports for Informative and Persuasive Speaking
Unit-8:
Strategies for Successful Interpersonal Communication and Group Meetings
a) Strategies for Successful Interpersonal Communication, Dyadic communication, Interviewing, Telephoning, and Dictating
b) Strategies For Successful Business And Group Meeting
1) Background Information, Purpose and Kinds of Meetings
2) Solving problems in meeting or Groups, Leadership Responsibilities in Meeting
3) Participants Responsibilities in Meetings
c)
  How to Take Minutes of the Meeting
Unit-9:
The Job Application Process
a)
The Written Job Presentation
1) Self Assessment, Market assessment
2) Resume (Vita, Qualification Brief)
3) Cover Letter to Resume
b)
The Job Application Process-Interviews and Follow-up
1) Successful Presentation for die Job Interview
2) Successful Follow-up Messages After the Interview
3) Successful Negotiating
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