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Business Communication

Unit 1- Communication Skills

1.1 Nature, Scope and Functions of Communication
• Nature of Communication
• Communication defined
• Importance of Communication
• Functions of Communication

1.2 Communication Process, Principles and Patterns
• Communication Process
• The Communication Process Model
• Principles of Communication
• Patterns of communication in organizations

1.2 Barriers to communication
• Physical barriers
• Semantic & Language barriers
• Socio-psychological barriers
• Organizational barriers
• Cross-cultural barriers

Unit 2 –Oral Communication

2.1 Interpersonal Communication
• Face to face conversation
• Telephonic conversation
• Social business conversation

2.2 Meetings
• Purpose
• Organizing & running meetings
• Participating in Meetings
• Meeting etiquette
• Tele conferencing

2.3 Group Discussion

2.4 Interviews



2.5 Oral Presentations & Audio – Visual aids

Unit 3 – Non- Verbal communication

3.1 Verbal & Non- Verbal Communication

3.2 Importance of Non - Verbal Communication

3.3 Limitations of Non - Verbal Communication

3.3 Types of Non-Verbal Communication

Unit – 4 - WRITTEN COMMUNICATION

4.1. Writing Strategies in Business correspondence
• Subject
• Understanding the audience
• Purpose
• Organizing your message
• Benefits of organization
• The Seven C s of style

4.2        Business Letters
• Importance of Business letters
• Lay out of a Business letter
• Examples

4.3        Memos
• Organization of a Memo
• Examples

4.4        Reports

• Report structure

• Characteristics of an effective report

4.5.       Proposals



• Stages for Preparing the Proposal

• PARTS OF A LONG PROPOSAL

• Proposal Development Strategies and Writing Tips

• Editing/Revising for Mechanics

• Titles

• Writing the Abstract

4.6        Notices, Agenda & Minutes

• Notice

• Agenda

• Minutes

4.7        E MAIL –FAX- SMS

• E Mail
• SMS
• FAXES

Chapter 5 Language Skills

5.1 Listening Skills
• Difference between Hearing and Listening
• Active listening
• Kinds of listening
• Listening hazards:
• Sharpen your Listening Skills

5.2 The Spoken Mode
• Informal conversational expressions
• Use of collocations

UNIT 6 GRAMMAR , STYLE & VOCABULARY



1.1 GRAMMAR
• Parts of speech
• Use of Preposition
• Articles
• Punctuation

1.2  Style
• Principle of simplicity
• British and American spellings

1.3 Vocabulary
• Building vocabulary

• Buzz words

• Choice of words

• Words often misused

• Prefixes and suffixes

• Phrases

Unit 7 Etiquettes and Grooming

7.1 Etiquette, Norms and effects of etiquette & Cultural Differences

7.2 Business Etiquettes - Basics and Essentials

7.3 Type of Business Etiquettes

7.4 Grooming


