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5. Henry J Johansson, H J Johansson, Mo, Business Process Reengineering, Wiley 
 

Generic Courses (Electives) – Institute Level – Semester I & II 
 

Semester I  113 - Verbal Communication Lab  
2 Credits LTP: 0:3:1 Generic Elective – Institute Level 

 
Course Outcomes: On successful completion of the course the learner will be able to 

CO# COGNITIVE ABILITIES COURSE OUTCOMES 
CO113.1 REMEMBERING RECOGNIZE the various elements of communication, channels of 

communication and barriers to effective communication. 
CO113.2 UNDERSTANDING EXPRESS themselves effectively in routine and special real world business 

interactions. 
CO113.3 APPLYING DEMONSTRATE appropriate use of body language. 
CO113.4 ANALYSING TAKE PART IN professional meetings, group discussions, telephonic calls, 

elementary interviews and public speaking activities. 
CO113.5 EVALUATING APPRAISE the pros and cons of sample recorded verbal communications in a 

business context. 
CO113.6 CREATING CREATE and DELIVER effective business presentations, using appropriate 

technology tools, for common business situations. 

 
1. Basics of Communication: Communication elements and process , Need of Communication Skills for Managers, 
Channels ,forms and dimensions of communication , Verbal and non-verbal communication, Principles of nonverbal 
communication  - through clothes and body language , Persuasive communication: the process of persuasion, formal and 
informal persuasion, Barriers to communication and how to overcome the barriers, Principles of effective communication. 
(5) 
2. Speaking : Characteristics of effective speech, voice quality, rate of speaking, clear articulation, eye contact, use 
of expressions, and gestures and posture; Types of managerial speeches: speech of introduction, speech of vote of thanks, 
occasional speech, theme speech, formal speeches during meetings.  (5) 
3. Soft skills: How communication skills and soft skills are inter-related, Body language-posture, eye-contact, 
handling hand movements, gait - Voice and tone, Meeting and Boardroom Protocol - Guidelines for planning a meeting, 
Before the meeting, On the day of the Meeting, Guidelines for Attending the meeting, For the Chairperson, For attendees, 
For Presenters, Telephone Etiquette, Cell phone etiquette, Telephone etiquette guidelines, Mastering the telephone 
courtesy, Active listening, Putting callers on hold, Transferring a call, Screening calls, Taking a message, Voice Mail, Closing 
the call, When Making calls, Closing the call, Handling rude or impatient clients, Cross-cultural communication, cultural 
sensitivity, Cross-cultural issues which affect Communication across different Cultures, Culture and non-verbal 
communication, Effective intercultural communication, Business and social etiquette. (7) 
4. Presentation skills: Principles of Effective Presentations, Planning, Structure and Delivery, Principles governing 
the use of audiovisual media, Time management - Slide design and transition: representation of textual information into 
visuals for effectiveness of communication - Style and persuasiveness of the message - Adherence to the number of slides, 
Dynamics of group presentation and individual presentation. (5)  
5. Interviews: Essentials of placement interviews, web /video conferencing, tele-meeting. Impression Formation, 
Tactics, The Self-presentational Motive, The Compass Qualities; First and Lasting Impressions; Magic Pills; Toxic Traits; 
The Social Context: Norms and Roles, The Target’s Values, Physical Appearance; Communication Style; Content of 
Communication; Actions; The Environment; Success; Changing from the Outside-in, Current Social Image, The Private Self, 
Worrying about Impressions. (5) 
 
Note: 
1. The entire course should be delivered with a skills development focus. 
2. Video recordings of student’s performances (speaking tasks) should be carried out and used for intensive reviews 

for performance improvement.  
 
Suggested Text Books: 
1. Business Communication Today, Bovee C L et. al.,  Pearson Education 
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Yoga Center 

 

ay  
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