
Class-B.Com 2ndsemester
Subject-English&BusinessCommunicationSkills

Max.Marks:100
Theory:80

Int.Asst.:10
Practical:10

Section-I

Topic TeachingPoints Specificobjectives Methods/Appro

aches/Techniqu

es

Resources&

Links

TextPortion

1.Chandalika

2.ABachelor’s
complaintofthe
behaviourof
MarriedPeople

3.ElDorado

4.Bores

5.TheArtofthe
Essayist

a)AbouttheAuthor

b)Introductionofthe
characters/mainissues
involved

c)Generaloverviewof
thelesson

d)Interpretationofthe
individuallinesofthe
lesson

e)Explanationofthe
difficultwords

f)Discussionofvarious
themes/incidents/chara
cters/mainissues

a)Toprovidethe
studentsadetailed
overviewofthelesson

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

c)Tomotivatethe
studentstocritically
analyzethelesson

Class-room
teachingwith
examples,
discussion

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

VocabularyTest
intheform of
‘Matchthe
Columns’

Practiceofthevarious
exercisesgivenatthe
endofeachchapter

MainObjectiveisto
enhancethestudents’
knowledgeofwords
andtheirmeanings

Unseenpassage
for
Comprehension
withminimum
sixquestionsat
theend.

Practiceofunseen
passagesofwidevariety
toimprovereading&
comprehensionskills

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



Section-II

Topic TeachingPoints Specificobjectives Methods/Appro

aches/Techniqu

es

Resources&

Links

1.Modernforms

of

communication

2.Effective

Listening

3.Non-verbal

Communication

4.Writingskills:

Businessprécis-

writing,

curriculum vitae,

shortformal

reports.

a)Formatofe-mail&fax

messagesandtheir

advantagesanddisadvantages

b)Meaningof

teleconferencing,audio-visual

aids&powerpoint

presentationsandtheirmerits

anddemerits.

c)Differencebetweenlistening

andhearing,processof

listening,typesoflistening,

barriersineffectivelistening,

howtobecomeagoodlistener

d)MeaningofNon-verbal

Communication,types&its

importance

e)Meaningofprécisand
practiceofpréciswritingby
teachingstudentshowtouse
conjunctionstomerge
sentences,howtoform
complexsentencesandhowto
substitutefewwordsformany.

f)Meaning,purpose,format
andcomponentsofcurriculum
vitae.Featuresofagood
curriculum vitae&howtodraft
it.

g)Types,purpose,format&
componentsofformalreports.
Featuresofagoodreport&
howtodraftit.

Themainobjective

istofamiliarizethe

studentswiththe

modernformsof

communication

andmotivatethem

toparticipateinthe

class-room

discussion.Itwill

alsoenhancetheir

writingskillsas

theywillcometo

knowhowto

effectivelydraft

curriculum vitae

andformalreports.

Class-room

teachingwith

examplesusing

black-board,

discussion

1.Textbook

ofBusiness

Communicati

on,Anjali

Kalkasr,R.B.

Suryawanshi,

Amalanjyoti

Sengupta,

Hyderabad:

Orient

Blackswan,

2010.

2.Business

Communicati

on,Ed.Om.

P.Juneja&

Aarti

Mujumdar,

Hyderabad:

Orient

Blackswan,

2010



Practical

Topic TeachingPoints Specificobjectives Methods/Approache
s

Resources&Links

GroupDiscussion Toteachstudents
howtopreparefor
GroupDiscussion.

Practicalworkwill
improvestudents’
speakingskills.

Class-room
teaching,Examples,
Discussion

50Waysto
ImproveYour
BusinessEnglish…
withouttoomuch
effort,KenTaylor,
Hyderabad:Orient
Blackswan,2006


