
Class-B.Com 1stsemester
Subject-English&BusinessCommunicationSkills

Max.Marks:100
Theory:80

Int.Asst.:10
Practical:10

Section-I

Topic TeachingPoints Specificobjectives Methods/Approa

ches/Techniques

Resources&

Links

TextPortion

1.TheModel
Millionaire

2.TheGiftofthe
Magi

3.TheJudgement-
seatofVikramaditya

4.Fur

5.AMarriage
Proposal

a)AbouttheAuthor

b)Introductionofthe
characters/main
issuesinvolved

c)Generaloverview
ofthelesson

d)Interpretationof
theindividuallinesof
thelesson

e)Explanationofthe
difficultwords

f)Discussionof
various
themes/incidents/ch
aracters/mainissues

a)Toprovidethe
studentsadetailed
overviewofthelesson

b)Toencouragethe
studentstoparticipate
inclass-room
discussionthereby
enablingthem to
expresstheirown
understandingofthe
mainissues/
themes/incidents/
characters

c)Tomotivatethe
studentstocritically
analyzethelesson

Onlineinteractive
lecture,
Examples,Useof
Google
classroom,
Discussion

TenMighty
Pens,ed.,K.
A.Kalia
(Oxford
University
Press)

VocabularyTestin
theform of‘Match
theColumns’

Practiceofthe
variousexercises
givenattheendof
eachchapter

MainObjectiveisto
enhancethestudents’
knowledgeofwords
andtheirmeanings

Unseenpassagefor
Comprehensionwith
minimum five
questionsatthe
end.

Practiceofunseen
passagesofwide
varietytoimprove
reading&
comprehensionskills

Thisistotesta
student’s
comprehensionability,
language/presentation
skills&vocabularyetc.



Section-II

Topic TeachingPoints Specificobjectives Methods/Approa

ches/Techniques

Resources&

Links

1.Business

Communication:

DifferentAspects

ofcommunication

ingeneraland

business

communicationin

particular,

communication

within

organizations,

typesof

communication&

significanceof

positiveattitudein

improving

communication

2.Writingskills:

Lettersofallkinds,

TenderNotices,

AuctionNotices,

PublicNotices,

Memos,

Advertisements

relatingto

sales/marketing

a)Meaningand

processof

communication

b)Verbal&Non-

Verbal

communication

c)Meaningof

Business

Communication&

itsobjectives

d)Typesof

communicationand

theirmerits&

demerits

e)Howtodevelop

positiveattitude

during

communication

f)Typesandformat

ofdifferenttypesof

letters

g)Typesandformat

ofdifferenttypesof

Notices&their

purpose

h)Meaning&

Purposeof

Memorandum &

Howtodraftit

e)Guidelinesfor

draftingagood

advertisement

Themainobjectiveis

tofamiliarizethe

studentswiththe

basicsof

communicationand

motivatethem to

participateinthe

classroom

discussion.Itwillalso

enhancetheirwriting

skillsastheywill

cometoknowhowto

effectivelydraft

differentkindsof

letters,notices,

memosand

advertisements.

Onlineinteractive

lecture,

Examples,Useof

Google

classroom,

Discussion

1.Textbookof

Business

Communication,

AnjaliKalkasr,R.

B.Suryawanshi,

Amalanjyoti

Sengupta,

Hyderabad:

Orient

Blackswan,

2010.

2.Business

Communication,

Ed.Om.P.

Juneja&Aarti

Mujumdar,

Hyderabad:

Orient

Blackswan,2010



Practical

Topic TeachingPoints Specificobjectives Methods/Approach
es

Resources
&Links

PersonalInterview
andpublicspeaking
likeDeclamation&
Debate

Dos&Don’tsof
personalinterview&
publicspeaking

Practicalworkwill
improvestudents’
speakingskills.

Onlineinteractive
lecture,Examples,
UseofGoogle
classroom,
Discussion


