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Learning Objectives : 

 

1. To introduce key concepts of communications 

2. To develop proficiency in writing clear, concise and 

coherent messages for personal and professional use. 

3. To plan written and oral presentations in the manner that 

integrates different aspects of creation and delivery styles 

Learning Outcomes :  

 

1. Learners will learn to communicate effectively, clearly 

and confidently while using appropriate language in 

workplace interactions 

2. Learners will demonstrate strong presentation skills in all 

their personal and professional correspondence  

3. Learners will be able to draft clear and concise messages 

for different professional context  

Pedagogy: 

 

1. Lecture 

2. Presentation 

3. Classroom interaction 

4. Roleplays 

5. Peer Learning 

6. Group discussions / Debate 

 

Detailed Syllabus: (per session plan) 

Session Outline For: Communication Skills and Presentation Techniques 

Each lecture session would be of one hour duration (30 sessions). 

 

 

Lectures Practical Tutorials Credits Internal 

Continuous 

Assessment 

(ICA) 

(weightage) 

Term End 

Examinations 

(TEE) 

(weightage) 

30 Nil Nil 02 20 30 

      

Module Module Content 
Module Wise 

Pedagogy 

Used 

Module 

Wise 

Duration/ 

Lectures 

I 

Theory of communication:  

 Introduction, Process, Types of Communication, 

Elements of communication, Barriers of 

Communication 

 7 C’s of communication 

 Introduction to Listening Skills – Importance, 

Process and Tips 

 Email Communication 

 Ethics in Communication 

Lecture / 

presentation 
15 

II Presentation strategies: 

Lecture / class 

activities / AV 

demonstration 

15 
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 Introduction, Defining purpose, Analysing 

audience and Locale, Organizing contents, 

preparing outline, Visual Aids, Understanding 

Nuances of delivery, Kinesics 

 Interviews & Group Discussion 

 Professional Writing – Resume, Reports, Types of 

letter writing format, Application, Acceptance and 

Resignation letter  

 Elementary writing in technical communication - 

Reading graphs / pie charts / line graphs / visuals  

 Introduction to product writing 



 

Internal Continuous Assessment (ICA) Pattern 

 

Term End Examinations (TEE) 

Question Paper Pattern 

 

Question No. Description Total Marks 

1 A. Full Length Theory Question OR  12 

 B. Full Length Theory Question   

2 A. Full Length Theory Question OR 12 

 B. Full Length Theory Question   

3 Short Notes (Any 2 out of 3) 6 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Sr No. Examination Method Marks 

  1 Project / Assignment  10 

  2 Viva / Presentation  5 

  3 Class Participation 5 

 TOTAL 20 
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