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Programme:

BS (IT) - III 

Course Name:

Communication Skills  

Course Code:

EG-401

Credit Hours:

03

Total Weeks:

16

Total Hours:

48

Course Objectives


This Course has been designed to impart understanding of effective communication, its importance and need, its purposes and benefits, its concepts and components and its problems and barriers. Basically this course is meant to develop among the communication skill and practices especially in the context of business. These primarily include language and word skills, listening, massage and presentation skills, and interviewing, reporting and correspondence skills.

 Week-1 



Importance and Benefits of Communication



Effective Business Communication



Components of Business communication
Week-2



Concept and Problems of Communication



Types of Communication



Formal Communication
Week-3



Informal Communication



Upward Communication

Downward Communication



Horizontal Communication
Week-4



Vertical Communication



Diagonal Communication



Practice and Exercise
Week-5



Verbal and Non-verbal Communication 



Importance of Verbal and Non-Verbal Communication

Differences and Usage

Practice and Exercise

Week-6



Seven Cs of Effective Communication



Completeness



Conciseness



Consideration
Week-7



Concreteness



Clarity



Courtesy



Correctness



Practice and Exercise
Week-8



Business Communication and Technology



Management of Information within an Organization



Management of Information outside and Organization
Week-9



E-Mail



Video and fax messages



Electronic bulletin Boarding



Practice and Exercise
Week-10



Job Resumes and Application



Principles and Requirement 



Covering Letter to Resume



Practice and Exercise
Week-11



Memos and Letters



Requirements and Principles



Time Saving use of Media



Practice and Exercise
Week-12

            
Short Reports



Planning for Short Reports



Long Reports



Planning for Long Reports
Week-13



Informational Reports



Analytical Reports

Prepare Informal and Formal Reports



Practice and Exercise

Week-14



Letter Reports

Written Reports



General Reports




Practice and Exercise 
Week-15



Persuasive Request



Persuasive Letter




Practice and Exercise
Week-16 




Revision and Preparation
Total marks: 

100

Final Examination: 
100 




Recommended Books:

1.
Effective Business Communication. Herta Murphy

2.
English for Modern Business Ketteley and Thompson.

3.
BUSINESS COMMUNICATION PRINCIPLES & APPLICATIONS, 

C. Glen.

4.
COMMUNICATION FOR RESULTS, Cheryl Hamilton.

