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Objectives:
The objective is to make the students acquainted with the basic concepts and techniques of 
communication that are useful in developing skills of communicating effectively in the world.

Contents:
The process of communication and the roadblocks, Role of verbal and non-verbal 

symbols in communication, Barriers that make communication less effective  and ways to bring 
them down, forms of communication, listening-anatomy of poor listening, features of good 
listener, spoken communication over phone – challenges and etiquette, oral presentations-how to 
plan presentations, how to deliver them, how to develop and display visual aids, how to handle 
questions form audience, Meetings – ways to make meetings work, forms of communication in 
the written mode, Body language of writing letters, memos, tone of writing, Email-how to make 
the email smart, Reports-how to write reports, Proposals.
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