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Business Communication (BCM / BC-II)

Communication plays a very important role in the day to day management of business. All
employees receive and send information as they conduct their work. Processing messages through
computers, giving and receiving instructions, preparing manuals, answering letters, answering
telephone calls, sending faxes etc. are all examples of communication at work.

Communication enables people to work together. It is vehicle through which basic management
functions are performed. Managers direct through communication; co-ordinate through

communicating; and hire, plan and control through communication; Good managers succeed
through good communication.

Therefore it is not surprising that communication skills are ranked in the list of abilities employers
expect from their employees.

Learning Aims:

° Ability to understand communication methods & practices and
° Communicate effectively at all level of management.

The assessment will be through a written examination of 3 hours duration.

Comprehension

Application
Knowledge

The syllabus content will be divided into two section - A & B. All Questions are compulsory.
Section A (Two Hours)

1. Introduction (Study Weighting 10%)

- The role of communication in business v
- The communication process v
- Barriers to communication & overcoming barriers 4
- The forms of communication in business, operational/personal, v
external/internal verbal, non verbal, visual communication
- Organization structure communication methods of an organization 4
2. Business Letters, Memorandum, Circulars (Study Weighting 20%)
- Letter formats & structures v

- Writing letters for situations such as routine requests, inquiries,
requesting information about people, giving references, making claims, v
responding to claims & complaints, favourable and negative responses,
letters giving bad news etc.

- Skillful presentation of business letter 4
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- Similarities and differences between letters, memorandums and circulars
- Writing memorandums and circulars

Job Search & Application (Study Weighting 15%)
- Analying yourself, gathering and organizing information

- Medium finding the employer-personal contacts, news paper ads, online
services, employment agencies

- Writing the resume or curriculum-vitae

- Contents, attractive presentation, selecting the appropriate medium of
presentation

- The application letter (covering letter) the interview
- The follow up

Non-Verbal Communication (Study Weighting 05%)

- Importance & impact of facial expressions, eye contact, body languages
postures & gestures

- Silence

Oral Communication (Study Weighting 05%)
- Importance of oral communication

- Different froms of oral communication

- Conducting & Participating in meetings

- Interviewing People

- Using the telephone

The Modern Technology in Communication (Study Weighting 15%)
- The effect of computers & miniaturization

- Use of networks - WAN, LAN

- Expanded role of copier, telephone & fax machine

- Impact of electronic mail, World Wide Web

Section B (One Hour)

Reporting Writing and Related Activities (Study Weighting 30%)

- Defining Reports

- Informal Report Writing

- Formal Report Writing

- Information Search of Reports

- Soruces of information, Business information Gathering information
(Observation, Survey, Questionnaires)

- Preparing Agendas

- Writing Minutes of Meetings

- Preparing Board Papers

- Preparing E-mail & Fax Messages

- Report Summaries & Notes

- The Uses of Graphics, Tables, Graphs, Bar Charts & Pictograms
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