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LEARNING OBJECTIVES: 

4. To discuss and summarize various types of interactions in the contemporary workspace. 

5. To design comprehensive presentations that integrates aspects of both creation and delivery 

styles. 

6. To inculcate values and ethics in drafting of official correspondence in order to uphold the 

professional integrity. 

COURSE OUTCOMES:  

3. Learners will be able to reflect on their communication skills to identify the areas of 

continuous improvement. 

4. Learners will use their critical thinking abilities to create tactical and effective 

communication solutions. 

5. Learners will demonstrate integrity and respect in professional interactions by applying 

ethical concepts to their communication practices. 

                     

Unit                 Course Content Andragogy No of Lectures 

I Professional Communication: 

 Presentation Skills 

 Email and Communication in digital workspace  

 Interviews, Group Discussion, Meetings  

 Seminars, Webinars and Conferences  

 Communication etiquette, netiquette and Ethics  

 Social media usage 

Lecture, AV 

Presentations 

15 

II Business Correspondence:  

 Business letters – complaint letters, consumer 

grievance letter, RTI letter  

 Report Writing  

 Technical Writing  

 Drafting Notice, Agenda, Resolutions and 

introduction to Minutes of the Meeting  

 Creating Linkedin Profile 

Classroom 

activities and 

peer learning 

15 
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QUESTION PAPER PATTERN 

 

Internal Continuous Assessment 

Sr. No Examination Method Marks 

1 Project / Assignment 10 

2 Viva / Presentation 5 

3 Class Participation 5 

 Total 20 

 

Term End Examinations (TEE) 

Question Paper Pattern 

Question No.  Description Total Marks 

1 A. Full Length theory Question OR 
12 

 B. Full Length theory Question 

2 A. Full Length theory Question OR 
12 

 B. Full Length theory Question  

3 Short Notes (Any 2 out of 3) 6 

 


