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Veer Narmad South Gujarat University

Department of ICT

B.Sc.IT, Semester -1

Credits : 02

Paper No: 101

Communication Skills in English (AEC)

Objectives:

1. To enhance language proficiency by providing adequate exposure to
communication skills.

2. To orient the students towards functional aspects of language.
3. To enable students to convert the conceptual understanding of

communication into everyday practice.
4. To enhance learners communication skills in both social and Professional

Context.

Outcomes:
After the completion of the course:

1. Students will able to use language in Functional context.
2. Students’ proficiency in 4 language skills will be developed.
3. Students will be well versed at using language in professional setting.

Unit 1.The Fundamentals of Communication:(Theory)
1. Communication: An Overview
2. Need and Importance for effective communication
3. The Seven Cs of Effective Communication
5. Types of Communication
6. Role of creative and critical thinking in Effective Communication
7. Role of Emotions in Communication
8.Role of Interpersonal communication
9.Communication across Culture
10.Barriers to Effective Communication
11. Non-verbal Communication and Body Language

Unit 2.Listening Skills (Theory)
1. Distinguishing between Hearing and Listening
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3. Process of Listening
4. Types of Listening
5. Advantages of Listening

Unit 3. Speaking Skills (Theory)
1. Characteristics of an Effective Communicator
3. Important Public speaking skills for Workplace success
4. Principles of good conversationalist

Unit 4: Reading Skills (Theory)
1.Developing Efficient Reading skills & its benefits
2. Interpreting Job Advertisements
3. Interpreting graphics and Data
4. Comprehending News

Unit 5. Writing Skills
1. Importance of Writing
2. Formal and Informal Writing
4. Paragraph writing
5. E-Mail writing
6. Interpreting Brochures and advertisements

Reference Books:

1. Basic Communication Skills For Technology, 2nd Edition,Pearson,Andrea J.
Rutherfoord

2. English for Successful Communication,Oxford University
Press,RajeevanKaral, Aruna Koneru, Sabina Pillai & Philip Sunil Solomon

3. Communication Skills:For University of Mumbai,Oxford University
Press,Meenakshi Raman & Sangeeta Sharma

4. Communication Skills,Oxford University Press, Sanjay Kumar &PushpLata
5. Basics of Communication in English,Macmillan Publishers, Francis

Soundaraj.
6. The quick and Easy way to Effective Communication, Mahavir Book House,

Dale Carnegie.2018.
7. Communicating for Results4th Edition,Oxford,Carolyn Meyer and N.Bringi

Dev, Oxford University Press, 2021.
8. Communicative English Resource book, Renu Anand and Neena Kaul,

Oxford University Press, 2018.
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Veer Narmad South Gujarat University

Department of ICT

B.Sc.IT , Semester 2

Credits: 02

Paper No: 201

Business Communication Skills in English (AEC)

Objectives:

 To produce skilled and industry ready professionals for better placements and preparing
them for the real world .

 To make the students aware about business, corporate and IT related professional
Communication.

 Make the students proficient &enable them to meet the requirements of communication at
the office .

Outcomes:
Students will be ready for the real world.
Students will be aware about the Scenario in Corporate world.
Students will be able to communicate well in IT Organization.

Unit 1. Understanding Business and Professional Communication :(Theory)

 Professional Communication- Meaning and Need

 Features of successful Professional communication

 Purpose of Professional communication

 The Role and Purpose of Business Communication

Unit 2: Understanding Specific Communication Needs (Theory)

 Corporate communication

 Persuasive strategies in Business communication

 Ethics in Business communication

 Business Etiquette and Netiquette

Unit 3: Business Writing

 Business writing
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 Business conversations

 Writing for a website

Unit 4: Business Vocabulary :

 Business Idioms

 Expressions :

Resume, Interview, Meetings,Group discussion, Client conversations, Presentations

Unit 5 :LSRW Skills in Business Communication :

 Business Greetings

 Talking about Software, Website, IT Companies, New Trends in IT,

 Business terms with correct Pronunciations

 Tasks based on LSRW Skills:

Reference Books:

1. Business Communication –Connecting in a Digital world, Mc.Graw Hill, Raymond V.
Lesikar

2. Business Communication,Oxford University Press,Carolyn Meyer & N.

Bringi Dev

3. Intercultural Business Communication,Oxford University Press,
Robert Gibson

4. Business Communication: Connecting at Work,Oxford University

Press,Hory Sankar Mukerjee

5. Communication Skills for Professionals ,Prentice Hall India Learning

Private Limited; 2ndedition (2011),Konar N.

6. The New Rules of Business ,Penguin Random House ,Srivastava , Rajesh,2019.
7. Business Communication,Harvard Business Review Press,
8. Professional Communication,Oxford,Meenakshi Raman,Sangeeta Sharma.2017
9. Business Communication (2nd Edition) Meenakshi Raman,Prakash Singh.2019.
10. Successful Presentations for professionals who use English at work.

Oxford University Press, Video Course.
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