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BA5111 SPOKEN AND WRITTEN COMMUNICATION 

DETAILED SYLLABUS 

 

OBJECTIVES 

• To familiarize learners with the mechanics of writing  

• To enable learners to write in English precisely and effectively.  

• To enable learners to speak fluently and flawlessly in all kinds of communicative 

contexts with all nationalities.  

 

UNIT I PERSONAL COMMUNICATION 

Day-to-day conversation with family members, neighbours, relatives, friends on various topics, 

context specific - Journal writing, mails/emails, SMS, greeting cards, situation based – 

accepting/declining invitations, congratulating, consoling, conveying information, oral reports, 

extempore.  

 

UNIT II EMPLOYABILITY SKILLS 

Interview skills – HR and technical – Types of interview, preparation for interview, mock 

interview, Group Discussion – Communication skills in Group Discussion, Structure of GD, 

GD process, successful GD techniques. Time management and effective planning – 

identifying barriers to effective time management, time management techniques, relationship 

between time management and stress management. 

  

UNIT III WORK PLACE COMMUNICATION 

e-mails, minutes, reports of different kinds – annual report, status report, survey report, 

proposals, memorandums, presentations, interviews, profile of institutions, speeches, 

responding to enquiries, complaints, resumes, applications, summarizing, strategies for 

writing.  

 

UNIT IV RESEARCH WRITING  

Articles for publication (Journals), developing questionnaire, writing abstract, dissertation, 

qualities of research writing, data (charts, tables) analysis, documentation.  

 

UNIT V WRITING FOR MEDIA AND CREATIVE WRITING 

Features for publication (Newspapers, magazines, newsletters, notice-board), case studies, 

short stories, travelogues, writing for children, translation, techniques of writing.  
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