The Kelkar Education Trust’s
V. G. Vaze College of Arts, Science and Commerce (Autonomous)

The Kelkar Education Trust’s

V G Vaze College of Arts, Science and Commerce (Autonomous)

Mithagar Road, Mulund East, Mumbai 400081

Re-Accredited (4% Cycle) by NAAC with ‘A’ Grade

Syllabus for FYBA/ FYBCom/ FYBSc

(Implemented AY 2023-2024)

Program: B.A./ B.Com./ B.Sc.

Semester |

Course Title: (AEC) Business Communication — I

Course Code Paper Title Credits
Business 02
Communication - I




The Kelkar Education Trust’s

V. G. Vaze College of Arts, Science and Commerce (Autonomous)

Syllabus as per Choice Based Credit System (CBCS)

Semester

Name of the Programme

Course

Course Code

Course Title

Course content

Reference(s)

Credit Structure

Number of Credits per Semester

Number of Lectures per unit

Number of Lectures per week

Number of Tutorials per week

Scheme of Examination

Special Notes, if any

Eligibility, if any

Fee Structure

|

: FYBCOM/FYBA/FY BSc

: AEC

: Business Communication — [

: Syllabus enclosed

: Given in the Syllabus

102

: 05 + 05 Tutorials

: 01 (per batch of 25 students)

: Semester End Examination (30 marks),

Internal Assessment (20 marks)

: NA

: As laid down in the College Admission

Brochure/ Website

: As per College Fee Structure specifications

Special Ordinances / Resolutions, if any : No
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Programme: FYBA/FYBCom/FYBSc Course Title: Business Communication - [
Semester: I Course: Course Code:
Teaching Scheme Continuous Internal Assessment SEE Total
(Hrs/week) (20 marks) (30 marks)

L |T P C CIA-1 | CIA-2 | CIA-3 | CIA-4 | Lab/ | Written/Ass
Tut. | -ignments

1 1 - 20 - - 30 50

Duration of Semester End Examination: 1 hour

Prerequisites: Basic competence in English

Basic interest in written and spoken communication

Course Objectives:

1. to develop awareness of the communication process among the learners

2. to develop effective spoken skills

3. to develop effective writing skills

4. to develop awareness of communication technology

5. to familiarize them with the communication needs of the business world

Course Outcome: On successfully completing the course, the learner will be able to:

1. apply the techniques of communication effectively

2. improve his/ her spoken skills

3. write letters of personnel correspondence

4. effectively use various technology-enabled communication applications

5. understand the types and methods of communication at the workplace
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Course Content:

Unit | Module Content Lectures
No. No.
1 I Impact of technology enabled communication 05 + 05
Internet, blogs, email, social media (Facebook, WhatsApp, | Tutorials
Instagram)
2 I Communication at the workplace 05+05
Channels — formal and informal tutorials
Methods — verbal, non-verbal
3 I Personnel correspondence 05+ 05
Theory — parts, structure and layout (full block) Tutorials
Letters — Job Application, Resume writing, Letter of
Acceptance, Letter of resignation
Total number of lectures and tutorials | 15+ 15
Tutorials
Tutorials 15

Speaking skills, presentations on soft skills, remedial grammar

Teaching Methodology

Lectures, Flipped Classroom, Presentations, ICT, Case Studies, Demonstrations, Role play,

Workshops, Guest Lectures

Internal Assessment

20 Marks

Projects/ Written Assignment/ Presentations

Semester End Examination — Question Paper Pattern (Semester I)

Duration: 1 hour

Q. No. | Question Type Marks
1. Essay (1/3) (Units 1& 2) 10
2. Letters (2/3) (Unit 3) 10
3. Short Notes (2/4) (Units 1&2) 10
Total Marks | 30
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