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Course: Communication Skills in English

(Choice Based Credit System with effeet from the aeademic year 2021-22)

L. Syllabus as per Credit Based Semester and ;(ir;ul-il_l-g_ System:

D e

e m e

1) Name of the l‘mgﬁtmmc 2 B.A.
T Coune Cole UACS 10 RUACS 201
© i) Course Titles ~Communication Skills in l!ugli.l.;'h“
B 1v)  Semester-wise Course Content Enclosed the copy of syllabus
' v) References and Additional References: Enclosed in the Syllabus
vi)  Credit Structure No. of Credits per Semester — 02
vii)  No. of lectures per Unit 15
viii)  No. of lectures per week 03 lectures + 01 tutorial
2. Scheme of Examination Written Exam: 4 Questions of
20 Marks each
Internal Assessment: 20 marks
3. Special notes, if any No
4. Eligibility, if any No
3 Fee Structure As per University Structure
6. Special Ordinances / Resolutions if any No




Reviged Sylabuy for FYBA Communication Skills in

Knglish Paper 1 and Paper 1)

Tohe implemented trom 2021-22 (80:20 Marks Examination

Prenmble:

Yattern)

The English Tnponpe i the domdnant medium through which one can connect tes the

plobal community, 1t i, therefore, vitl that all learnery acquire adequate skilly in this langaye,
Communication Skilly in Fnghinh in o core

courie wherein the first year learners are puided 1)
acquire the fou skills of communication viz., Lintening, Speaking, Reading and Writing,

The focus of the syllabun in on building confidence in the learners in applying these
skills while using, the Vuplinl lanpuape both academically and socially, Keeping this in mind,
the units will have o multi=pronged approach, ‘e courne is praded from basic to higher levels
ol leaming, so as (o help leamers produally acquire the skilly, *The $0:20 pattern will also help
0O i accomplishing s poal. The tutorial activiticn arc designed to focus on oral kil

development, while the Teetures are nimed at honing, their copnitive, analytical, linguistic and
crentive skills,

1Uis hoped that by the end of (e academic year, the learners will have developed
confidence in using, the Enplish langage both for oral and written communication as well as
develop interest in enhancing, these skills lnter on.

Objectives:

I To enhanee Enplish language proficicney of students by familiarizing them with the
skills of Listening, speaking, Reading and Writing (LSRW)

2. To introduce learmers (o different perspectives of looking at 4

3. To cequip learners in the functional aspects of English g
language skills correctly and confidently

4. To puide learners in the effective use of the digit

text or passage
0 that they use the acquired

al medium of communication.

R Outcomes:

I The fearners will learn to understand and interpret
different perspectives

2. The interest of learners in li
media will be aroused.

3. Learners will acquire proficiency in the skills of listening, speaking,
writing that will help them meet the challenges of the world,

4. The learners will develo
language.

any text they are reading from
stening to and watching good quality audio and visual
reading and

p good oral and written skills of communication in the English

Periods: 45 lectures + 15 Tutorials (3 lectures + | tutorial per week per batch) per semester
All passages, storics, articles,
communication skill
the

pocms selected should help the learners develop different
8. Learning through example and practice with a theoretical base is
intention.



Revised Syllabus for FYBA Communication Skills in
English Paper I and Paper I1

To be implemented from 2021-22 (80:20 Marks Examination Pattern)

Preamble:

The English language is the dominant medium through which one can connect to the
global community., It is, therefore, vital that all leamners acquire adequate skills in this language.
Communication Skills in English is a core course wherein the first year learners are guided to
acquire the four skills of communication viz., Listening, Speaking, Reading and Writing.

The focus of the syllabus is on building confidence in the leamers in applying these
skills while using the English language both academically and socially. Keeping this in mind,
the units will have a multi-pronged approach. The course is graded from basic to higher levels
pl' learning so as to help learners gradually acquire the skills. The 80:20 pattern will also help
in accomplishing this goal. The tutorial activities are designed to focus on oral skill

development, while the lectures are aimed at honing their cognitive, analytical, linguistic and
creative skills.

It is hoped that by the end of the academic year, the learners will have developed
confidence in using the English language both for oral and written communication as well as
develop interest in enhancing these skills later on.

Objectives:

1. To enhance English language proficiency of students by familiarizing them with the
skills of Listening, Speaking, Reading and Writing (LSRW)

2. To introduce learners to different perspectives of looking at a text or passage

3. To equip learners in the functional aspects of English so that they use the acquired
language skills correctly and confidently

4. To guide learners in the effective use of the digital medium of communication.

Outcomes:

I. The learners will learn to understand and interpret any text they are reading from
different perspectives -
2. The interest of learners in listening to and watching good quality audio and visual
media will be aroused.
3. Learners will acquire proficiency in the skills of listening, speaking, reading and
writing that will help them meet the challenges of the world.
4. The learners will develop good oral and written skills of communication in the English

language.
Periods: 45 lectures + 15 Tutorials (3 lectures + 1 tutorial per week per batch) per semester

All passages, stories, articles, poems selected should help the learners develop differeqt
communication skills. Learning through example and practice with a theoretical base 1s
the intention.



LSemester | ]

Communication Skills in English Paper 1

Course Content \ \,x ¢ ‘r.ﬂ

L1

-
w

Unit 1: Introduction to Communication Skills No. of lectures: 08

1. English as an international language and varictics of English

I

Significance and ways of effective communication in English
Listening for academic and professional development

Formal and informal communication in spoken English
Reading for different purposes

Features of effective writing skills

N o wmoa W

Study skills in English

This unit shall work as theoretical base for the following units that are practical in nature.

Unit 2: Developing Comprchension Skills in English No. of lectures: 12

A. Reading Skills

[. Scanning a text for information

2. Skimming a passage to look for main ideas, understanding text type

3. Guessing meaning of an expression (word/phrase/clausc)

4. Building inference skills

5. Understanding language structure (such as subject verb agreement, voice, direet and
reported speech)

6. Note making

7. Summarizing

Passages from fables, folk stories, short stories, non-fiction, history, business or environment,

of around 250- 300 words, could be chosen in this unit.




It Listoning Skins

L. Listening for main idens/Gist

Listening for deail

Listening for text organization features

A, Listening for tone, nccent, style and register
. Predieting content and Buessing meaning

6. Making inferences from the audio-visual text

7. Listening for apininm‘nrgumcnl."cmlntcr-nrgum::nls cle,

Taking notes

b variety of relevant audioNvisual texty ay samples may be drawn Jrom various sources.
Listening skills in English should be developed through various activities along with the

practice done while teaching in the class.

Unit 3:  Spenking Skills in English No of lectures: 15

A. Public Speaking in English
I, Introduction
2. Characteristics of an effective speech
3. Analysis of model speeches

4. Drafting and presenting a speech in formal and informal gatherings

B. Conversation in English
I.- Opening a conversation
2. Introducing oneself in various conlexts
3. Introducing others formally and informally
4. Building a conversation
5. Leaving and closing a conversation

6. Conversation in group in various situations

C. Speaking at an Event
1; Anch-::ring;‘cumpcring an event
2. Introducing puests/ speakers/dignitaries

3. Proposing a vote of thanks



A variety of rele

books, videos, audio files et Speak

2 o o ¥ 1 " -
vant texts qs samples may be drawn Jrom print and non-print sources such as

ing skills in English should be developed through various

activities along with the practice done while teaching in the class.,

Unit 4: Formal Writing Skills

No. of lectures: 10

A. Letters:

1,
%
3.

Job applications with bio data (solicited and unsolicited)
RTI applications

Applications for duplicate documents (I-cards / mark sheet, ete.)

B. Emails:

1.

2
3
4,
5

Job acceptance and j oining
Resignation

Complaints

Requests for references

Request for sponsorship

Tutorial Activities:

I. Use of YouTube videos for use of grammar study and practice that may be taken
from the list recommended or similar relevant videos.

2. Listening to audio clips/ books to enhance listening skills

3. Reading aloud from Newspapers, magazines, stories, non-fiction followed by
classroom discussion on these to enhance reading and speaking skills

4. Making short presentations on given topics

5. Official letter writing/ email writing exercises




Semester 11 ]

Communication Skills in English Paper 1I

Course Content

Unit 1: English Usage in Communication : No. of lectures: 08

1. Distinction between American English and British English
Indianism and Indian English

Appropriacy in the Use of English

Non-verbal Communication

Elevator Pitch

Information and Communication Technology and Use of English

Modes and Types of Interview

®© N v AW

Principles of Creative Writing

This unit shall work as theoretical base for the following units that are practical in nature.

Unit 2: Enhancing Reading Competencies ' No. of lectures: 12

A variety of passages of 200-250 words may be taken such as extracts from novels,

short stories, plays, magazine, newspapers, reports, documents, academic texts. The

passages should have complex text type, function and lexis. The learners may be

encouraged to gather meaning contextually or by referring to offline and online sources

such as'dictionary, thesaurus, and encyclopedia.

i

R

Augmenting active vocabulary

Understanding relations between parts of a text
Transferring information (Verbal to Non-Verbal)
Understanding concepts and arguments, '
Developing skills in analysis and interpreiation
Rewriting a passage from a defined perspective

Reading critically (presenting a reasoned argument that evaluates and analyses

what you have read)
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B Gronp Disenasion:

Lo Bormal and idoral disenssion
ﬁ'\

20 Blements of o diseussion

i

Using appropriate language: Witiating, seoking and givinge oplntons, siggenting,
responding to o sugpestion, agroeing, disageecing, interapting, requenting, clanifylg,
sumng up

4o Types of discussion:

Giving and shaving opinions of w given topie, waking deeiaions, problem rolving (cise

study)

10
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* Paopaning questions
L

Condueting interyiew

b, Atteanding an lutery low UobvVEatranes)
* Rosoarehing the organization

*  Roviewing ok protite and your bio-data/CV

o Propating e standand questions

o Roapomding o gquestions

e Popaniag voue questions (o ask to the interviewer/s

S Analvzing lterviews

\ il i i X / y i
Neweateting the terviow oo (wiiter, social worker, entrepreneur, actor ete.)

Sty qwe N rasad on forming actual interview frameworks including questions,

TR st Ao the groups and conduct actual interviews involving full strength of

"
ey
NN TN,

Uit 4 Advanced Writing Skills

Ao Report Writing:

L.

]
-

NOWs wpott

Activity Bvent report

B. Creative Writing:

Personal Bssay
Memoir
Short Speech on the given oceasion/ event

Story writing

Tutorial Activities:

L

Dialogueswnnng exervises
Writing sKits and presenting them
Giving speeches

Group discussions

Mock Interviews

11

No. of leetures: 10



0. Develo
‘ MMEnt of glo e i ) . i
| ol stories, Passapes from hinty given, in nbout 200-250 waords

y 4 Report writing tasks

B, Statement of Purpose

Exvaluation Pattern:

A Internal Evaluation (20 Marks)

Marks | Remarks

I | Petformance in Tutorial | 10 Sem I -- Lcarners may be asked to make
activities presentations, hold conversation in class, which will
be assessed

Sem II -- Learners may be asked to participate in
group discussions or mock interviews in class,
which will be assessed

2 | Participation in classes | 05 Learners® response to teaching, timely submission .|
(lectures and tutorials) of tasks will be assessed |
' |
3. | Overall attendance | 05 Percentage of learners’ attendance in class to be |
(lectures and tutorials) considered .I
|

B. Written Examination: (80 marks)

Semester I 4 questions carrying 20 marks cach

Q. | Question details Marks |
No, |
: : P — 1

| Short Notes (4 out of 6) from Unit | 20 i
g !

- : — )

2 Unseen Passage (200-250 words) ( Unit 2) |
1. On content, the use of tenses, articles, prepositions, ditect-indiveer | 10 |

speech and concord, voice, word meanings - (30%6) n |

b, On reading sub-skills (pointing out main ideas and supporiing i

details, making inferences) (50%4) |

| |

i

i

——— . - 5

12
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0,

T
8.

Development of storie
Report writing {asks

Statement of Purpose

Evaluation Pattern:

8, passages from hints given, in about 200-250 words

A. Internal Evaluation (20 Marks)
Marks | Remarks
I | Performance in Tutorial 10 Sem I -- Leamers may be asked to make
activities presentations, hold conversation in class, which will
be assessed
Sem II -- Learners may be asked to participate in
group discussions or mock interviews in class,
which will be assessed
2 | Participation in classes | 05 Learners’ response to teaching, timely submission
(lectures and tutorials) of tasks will be assessed
3. | Overall attendance | 05 Percentage of learners’ attendance in class to be
(lectures and tutorials) considered

B. Written Examination: (80 marks)

Semester I: 4 questions carrying 20 marks each

Q. | Question details Marks
No.

1 Short Notes (4 out of 6) from Unit 1 20

2 Unseen Passage (200-250 words) ( Unit 2)

a. On content, the use of tenses, articles, prepositions, direct-indirect | 10
speech and concord, voice, word meanings - (50%) 10

b. On reading sub-skills (pointing out main ideas and supporting
details, making inferences) (50%)

12




A . -
Any four to be attempted from given options (based on Unit 3)
a. Preparing a speech on a given topic =0
b. Questions on introducing self and others
c. Develop a conversation on a given situation
d. Introducing speakers/guests in a given event
e. Drafting vote of thanks at a given event
a. Job application with bio-data 08
b. RTIletter 07
'
c. Email writing (1 out of 2) 05
]
Semester II: 4 questions carrying 20 marks each
Question details Marks
Short Notes (4 out of 6) on theory from Unit 1 20
Unseen Passage (200-250 words) ( Unit 2)
a. On content, synonyms and antonyms, prefixes and suffixes, :
It

collocations, making sentences of their own from the idioms or

_ difficult words in the passage (50%)
b. On other sub-skills (such as writing their opinions, perspectives on 10

the passages in longer, more descriptive ways (50%)

Any Two out of Three to be attempted (based on Unit 3) 20

a. Preparing a draft of presentation on a given topic

b. Preparing a draft for a mock interview based on the given

instructions
c. Preparing a draft of a group discussion on a given topic &

instructions

13




3 Any four to be attempted from given options (based on Unit 3)
a. Preparing a speech on a given topic 20
b. Questions on introducing self and others
c. Develop a conversation on a given situation
d. Introducing speakers/guests in a given event
e. Drafting vote of thanks at a given event
4 a. Job application with bio-data 08
b. RTI letter 07
c. Email writing (1 out of 2) 03
Semester II: 4 questions carrying 20 marks each
Q. Question details Marks
No.
1 Short Notes (4 out of 6) on theory from Unit 1 20
2 Unseen Passage (200-250 words) ( Unit 2)
a. On content, synonyms and antonyms. prefixes and suffixes, io
collocations, making sentences of their own from the idioms or
difficult words in the passage (50%)
b. On other sub-skills (such as writing their opinions, perspectives on 10
the passages in longer, more descriptive ways (50%0)
3 Any Two out of Three to be attempted (based on Unit 3) 20
a. Preparing a draft of presentation on a given topic
b. Preparing a draft for a mock interview based on the given
instructions
c. Preparing a draft of a group discussion on a given topic &
instructions

13
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W Report writing (1 ot of 2) (i

o Personal essay/Memois i

¢, Slory Wiiting/Speech Lk
s

Recommended Reading:

Bellare, Nirmala, Reading & Study Strategles, Books, T nnd 2, Onford University Press,

1997, 1998
Bellure, Nitmala, Eaxy Steps to Summary Weiting and Note-Mulking. Anizon Kindle

Leddition, 2020
Comfort, Jeremy, ¢t al, Speaking Lffectively: Developing: Speakdng Stlly for Businesy

English. Cambridge University Prens, 1994,
Das, Bikram K., et. al. A Introduction to 1 wafisstonal Fnglish and Soft Skilly, Cambridye

University Press Indin Pyt Lid,, 2010

Das, Yadjnaseni & R, Saha (edn.) English for Carecrs, Peamon Edueation India, 2012.
DevlinJoseph, How to Speak And Write Correctly, New Yok, The Chriatian Herald, 1910
Dimond-Bayir, Stephanie, Unlock Level 2 Listentng and Speaking Skils Student’s Hook
and Online Workbook: Listening and Speaking Skitly Student's Book v Online Workhook.
Cambridge University Press, 2014,

Doff, Adrian and  Christopher Jones,  Language in Use (Intermediate and - Upper
Intermediate), CUP, 2004,

Glendinning, Eric T, and Beverley Holmstrom, Second edition, Study Reading: A Course
in Reading Skills for Academic Purposes, CUP, 2004

Goodale, Malcolm, Professional Presentations Video Pack: A Video Based  Cowrse,
Cambridge University Press, 1998,

Grellet, . Developing Reading Skills, Cambridge: Cambridge University Press, 1941
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)
¢ Story Writing/Speecs (
15

Recommended Rending:

Bellare, Nirmala, Reading & Study Strategies. Books, 1 and 2. Oxford University Press,
1997, 1998 '

Bellare, Nirmala. Easy Steps to Summary Writing and Note-Making. Amazon Kindle

Lidition, 2020
Comfort, Jeremy, et al. Speaking Effectively: Developing Speaking Skills for Business

English. Cambridge University Press, 1994,

Das, Bikram K., ¢t. al. An Introduction to Professional English and Soft Skills. Cambridge
University Press India Pyt Lid,, 2010

Das, Yadjnaseni & R. Saha (eds.) English for Careers. Pearson Education India, 2012.
Devlin,Joseph. /ow to Speak And Write Correctly. New York, The Christian Herald, 1910
Dimond-Bayir, Stephanic. Unlock Level 2 Listening and Speaking Skills Student's Book
and Online Workbook: Listening and Speaking Skills Student's Book+ Online Workbook.
Cambridge University Press, 2014,

Doff, Adrian and Christopher Jones. Language in Use (Intermediate and Upper

Intermediate). CUP, 2004,
Glendinning, Eric I1. and Beverley Holmstrom. Second edition. Study Reading: A Course

in Reading Skills for Academic Purposes. CUP, 2004

Goodale, Malcolm. Professional Presentations Video Pack: A Video Based Course.

Cambridge University Press, 1998.
Grellet, F. Developing Reading Skills. Cambridge: Cambridge University Press, 1981

14




; Ability Enhancement Courses (AEC)
' 6. Environmental Studies | |

Modules at a Glance

n | Modules ' No.of | |
2kl ' Lectures | |
Environment and Ecosystem 13 =|
Natural Resources and Sustainable Development 13
Populations and Emerging Issues of Development 13
Urbanisation and Environment 13
Reading of Thematic Maps and Map Filling (0}1
| Total 60

k
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|
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GUrussendaeg, ) lanoy Eny
. Eng

Wk for Proge
e O Presentations Oxtond Univerehty Press, 2007 Hamgp
St Yo Sevond o
srdemie Purpases, (1 P, 2006

Kumar, Saniav
T Sanjay and Pushp |

Oxford Uui\'crsin' p

and Ben Heasi
A81e 1 Y
t‘““"“. :““llr'l' 1 “I”.L'-. A YUTTRTG i1 ”‘; f””ﬂ 1'\!“”5 ff.lr

AR Communication SAitl, Seeond Hdition, New Delfhi, 201 |
ess, 2018

Lewis, N How to Rea

. oy Ll "
Lo 1 Better & Fuster. Now Delhi, Goyal ublishers & Distributors Pet,
d, 2006,

McCarthy, Michael and Felicity O'Dell. English Vocabudary in- Use. Cambridge:
Cambridge University Press, 2001,

Mohan, RC Sharma Nrishna, Business Corre wspondence and Report Writing, Third edition,
Tata MeGraw-Hill Education, 2002,

Murphy, Raymond, et al. Grammar in use: Intermediate, Combridge University Press,
2000

Richards, Jack C., and Chuck Sandy. Passages Level 2 Student's Book, Cambridge
University Press, 20144,

Sadanand, Kamlesh & 8. Punitha. Spoken English: A Foundation Course. (Part | & 2).
Orient Blackswan. 2009,

Sasikumar, V., et al. 4 Course in Listening & Speaking 1. 2005, Cambridge University
Press India Pvt. Ltd. (under the Foundation Books lmprint), 2010

Savage, Alice, et al Effective Academic Writing, Oxlord: OUP, 2005

Sethi, J. Standard English and Indian usage: Vocabulary and grammar, PHI Learning Pt
Lid., 2011.

Taylor, Grant. English Conversation Practice. 1967, Tata McGraw-11ill, 2013

Turton, Nigel D. A B C of Common Grammatical Errors, 1995, Macmillan India Ltd., 1996
Vas, Gratian. English Grammar for Evervone. Mumbai, Shree Book Centre, 2015
Watson, T. Reading Comprehension Skills and Strategies: Level 6. Saddleback Educational
Publishing, 2002

Wright. Andrew, ctal. Games for Language Learning: Cambridee Handbooks Jfor
Language Teachers (Third Edition). 2006, Cambridge (UK), Cambridge University Press,
2010
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Skill Enhancement Courses (SEC)
5. Foundation Course - |

Modules at a Glance

TH___ ModulasT 7 oo Te—  Ne.of
i No, of
Lactures
1 Overview of Indian Society 05
2 Concept of Disparity- 1 10
3 Concept of Disparity-2 10
4 The Indian Constitution 10
5 Significant Aspects of Political Processes 10
Total 15

e |
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Sr. No. Modules / Units

1 Overview of Indian Society

i i i i ition:
Understand the multi-cultural diversity of Indian society through its demograp!ll:eci;nnp;spt g
population distribution according to religion, caste, and gender; .Appreaa.te‘ Brasic ol
linguistic diversity in relation to the Indian situation; Understand regional variations

rural, urban and tribal characteristics; _
Understanding the concept of diversity as difference

2 Concept of Disparity- 1

Understand the concept of disparity as arising out of stratification and inequality; Explore tlhe
disparities arising out of gender with special reference to vioienceagallnst won_1en. fEI".I"I:‘-.I e .
foeticide (declining sex ratio), and portrayal of women inmedia; Appreciate the inequalities face

by people with disabilities and -
understand the issues of people with physical and mental disabilities

3 Concept of Disparity-2

Examine inequalities manifested due to the caste system and inter-group conflictsarising thereof;
Understand inter-group conflicts arising out of communalism; Examine the causes and effects of
conflicts arising out of regionalism and linguistic

differences

4 The Indian Constitution

Philosophy of the Constitution as set out in the Preamble; The structure of the Constitution-the
Preamble, Main Body and Schedules; Fundamental Duties of the Indian Citizen; tolerance, peace
and communal harmony as crucial values in

strengthening the social fabric of Indian society; Basic features of the Constitution

5 Significant Aspects of Political Processes

The party system in Indian politics; Local self-government in urban and rural areas;the 73rd and
74th Amendments and their implications for inclusive politics; Role
and significance of women in politics

Topics for Project Guidance: Growin g Social Problems in India:
* Substance abuse- impact on youth & challenges for the future
*  HIV/AIDS- awareness, prevention, treatment and services
* Problems of the elderly- causes, implications and response
* Issue of child labour- magnitude, causes, effects and response
*  Child abuse- effects and ways to prevent
* Trafficking of women- causes, effects and response

project guidance
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SERTESTER N

Skill Enhancement Courses (S)

5. Foundation Cownse - I

Modules at a Glance

[ Sr. ] Modules
i No, |
| |
1 | Globalisation and Indian Sou 1ehy
|
i 2| Human Rights
|
i 3 1 lcology
|
|I 4 | Understanding Stress and Conflict
ﬁ 5 Managing Stress and Contlict in ( ARLEmEe Ay Soadely
|
L.

T
L buies

0w

Y

{1

Total %




— ki

i Modules /Units

Globalization and Indian Soclety

atization and globalization Growth of intormation
ay lite, Iimpact of globalization on

agrarian sector due to

Understanding the concepts of idveralization, priv
technology and communication and its impact manitested in everyd
industiy: changes in employment and ncreasing migration; Changes in
globalization; rise in

corporate farming and increase in farmers’ suicides.

Human Rights

Concept of Human Rights; origin and evolution of the concept; The Universal
Declaration of Human Rights:Human Rights constituents with special reterence 1o Fundamental
Rights stated in the Constitution

Ecology

Importance of Envitonment Studies in the current developmental context; Understanding concepls
of Environment, Ecology and their interconnectedness, Environment as natural capital and
conpection to quality of human lite; Environmental Degradation- causes and impact on human
lite;Sustainable

development- concept and components; poverty and environment

Understanding Stress and Conflict

Causes of stress and conflict in individuals and society; Agents of socialization and the role played by
them in developing the individual; Significance of values, ethics and prejudices in developing the
individual; Stereoty ping and prejudice as significant factors in causing conflicts in society. Aggression
and violence as the

public expression of conflict

Managing Stress and Conflict in Contemporary Society

Types of contlicts and use of coping mechanisms for managing individual stress; Maslow's theory of
selt-actualisation: Ditterent methods of responding to conflicts in society; Contlict-resalution and
efforts towards building peace and harmony in

society
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SEMESTER |
Ability Enhancement Courses (AEC)

4, Business Communication |

Modules at a Glance

13 T Modules No. of
No. Lectures |
1 Iheory of Communication 10 J
2 Obstacles to Communication in Business World 10
3 fusiness Correspondence 12
q Language and Writing Skills 13
Total 45
Note:
One tutorlal per batch per week in addition to number of lectures stated above
(Batch slze as per the University norms)
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SEMESTER Il
Ability Enhancement Courses (AEC)

PR

4. Business Communication Il

Modules at a Glance

Sr.
No.

Modules

e

No. of
Lectures

ﬁresentalion Skills

10

Group Communication

15

Business Correspondence

10

Ija nguage and Writing Skills

10

Total

45

Note:

One tutoria!ﬁ-er batch per week in addi
(Batch size as per the University norms)

0
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tion to number of lectures stated above
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! Matlules / Unlts

St No
i Mrosentation Skills

Preventationss (Lo b tostod i ttorals anly) 4 Frineples of EITeetn

e tive tre ol O

EHtective tse ol Transparon oy
Hhowy tovmakes a Posver Polnt Frossitallon

gislrpsinnbabitaf

Interviows: Gronp Discsson Preparig o an interview, lypuss o Interiiedrs

Meotings: Neod and tportance of Mestings, Conduet ol Me

Chaliperaon, Bole of the Farticpants, Diaftingg of Notiee, At antd teslitions
Conterencer Meantng amd tmportance of Conferonce Organizing
Pele Conderend g

Prubslic Redations: Meaning,
Moastes ol It

functions of I Department, Eatetnal antl Internal

. )
3 | Dusiness Correspondence

flmlu Lotters: Order, Croit and Statis Eogulry, Collection (Just a biried intreaduetiosn 1 bits priseri)

Lotters of nguiry, Letters of Complaints, Clalime,
Consumer Grievande Letters, Letters andor Right todnlormation (1L Act

#h'.uln-u mivst provide the students
wvareness, However students should not be tested
on the theoy.)

[ Language and Writlng Skills A . _ e K
Ropoitss Parts, Types, | canthility Repoante, Invesstpgatlve Reports
Summartsation: tdentification of ol and supportingfsuly polnts Presenting

these i a cohesive manner

)
Tutorfal J‘Irh‘lﬂ" tles:
Presentations, Groap Discassion, Mock lnferviews, Mock Meetings / Conferences, Dook
Reviews/Summatization, Reatng Comprehension: Analysis of texts from the field of Lterature
[Supgested Gooks for ook Keviews: looks from the fields of Management, Finance, and Literatuee
Like = Sun 1w 0he At of War, Uivaho M. Goldeatt  The Goad , Dliyaho ML Goldratt: 10 Not Lack
spencer Johnson: Who Moved My Cheese, Stephen Lundin, I'h.D, Hutry Paidd, fohn Chrlsten: Fish,
Chetantihagal One Night At A Call Center, € hetantthagat My Thieee Mistakes , ArfndamChoudhary:
Count Your Chickens Before They Hatch Stephen Covey Seven Habits of Suceessful People, George
Orwell: Andmal Faem, De, Abddul Kedame: Wings of Hre |
[N.D.: The above list s only indicative and not prescriptive, |
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Only following to be tanght I detall; |
Adjietinentys Sales Letters, promctional feeallests aried flieers |

with theoretical constrocts wheregier necessary in Grder K r,rr-::rr:l
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| | Cpler itafi, Sefafitalssl,

Crlevanoe, Lyl -
eling antl Group ynarnies Fole ol the

a Conference Modetn Aethios Wirden anf |




Modules / Units

St.Mo. | !
e tpbelereis §. OO
i | fresentaﬁnn Skills

| Presentations:  (to be tested in tutorials only) 4_Priht.iples of Effe_r._r.i;;_‘ Presentation

| Effective use of OHP

| Effective use of Transparencies

| How to make a Power-Point Presentation

e —————————

-

r-—

| | ]

| 2 | Group Communication S0 [ FATNEE
Interviews: Group Discussion Preparing for an Interview, Types of Interviews — Selection, Appralsal,

| Grievance, Exit '

Meetinzs: Need and Importance of Meetings, Conduct of Meeting and Group Dynamics Role of the
Cha'raerson, Role of the Participants, Drafting of Notice, Agenda and Resolutions .

1 Conference: Meaning and Importance of Conference Organizing a Conference Modern Methods: Video and

: | Telz = Conferencing

| Public Relations: Meaning, Functions of PR Department, External and Internal

Measures of PR

| 3 | Business Correspondence

| Trade Letters: Order, Credit 2nd Status Enquiry, Collection (just a brief introduction to be given)

] - - - .

! Only following to be taught in detail:- .
Letters of Inquiry, Letters of Complaints, Claims, Adjustments 5ales Letters, promotional leaflets and fliers

i Consumer Grievance Letters, Letters under Right tolnformation (RTI) Act

' [Teacners must provide the students with theoretical constructs wherever necessary in order to create
awzreness. However students should not be tested

! on the theary.]

| . - - = -
| & | Language and Writing Skills
| | Reports: Parts, Types, Feasibility Reports, Investigative Reports

. Summarisation: Identification of main and supporting/sub points Presenting

; thege in 3 cohesive manner

| :

| Tutoricl Actisities:

i Presentsrions, Groug Discussion, Mack Interviews, Mock Meetings / Conferences, Book

Zeyeps/Summariiatian, Pecding Comprehension: Analysis of texts from the field of Literature

[Suggested Sacs for Bock Reviews: Books fram the fields of Management, Finance, and Literature

Lire — Sun Tz ;Tre At of War, Eliychu M. Goldratt : The Goal, Eliyahu M. Goldratt: It’s Not Luck,

Spercer Jokmgon: Wiks Mosed My Cheese, Stephen Lundin, Ph.O, Horry Paul, John Christen: Fish,
] Cretonzhogot Crz Night At A Coll Center, ChetanBhagat My Three Mistakes , ArindamChoudhary:
: Your f.?;'f.ff =1 Befare They Harch Stephen Covey :Seven Habits of Successful People, Gearge

o gor®
Count
Orawell: Arimmgl Farm, Dr. Abdul Kalam: Wings of Fire |
2 chowe [t iz ety indeative and nat prescriptive. ]
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