3.2 SOFT SKILLS FOR BUSINESS

OBJECTIVE: To develop both Oral and written communication sklll concerning organizationa,
and Business issues

06 Ho '
Unit1: ELEMENTS OF COMMUNICATION ursg

Meaning, Importance, objectives & Principles of Communicaptlom t.YtPeSieZ“fgrfg;f':S'nf |
communication, Process, impediments of effective communication, strateg Clive -
communication.

Unit 2: NONVERBAL COMMUNICATION 10 Houry |
Body Language, Gestures, Postures, Facial Expressions; Dress codes, The Cross Cultyry

Dimensions of Business Communication, Listening & Speaking, Techniques of Eliciting Response'
Probing Questions, Observation, Business and social etiquettes.

Unit 3: PUBLIC SPEAKING - IMPORTANCE OF PUBLIC SPEAKING SPEECH
COMPOSITION 10 Hourg

Principles of Effective Speech & Presentations. Technical speeches & Non-technicy
presentations. Speech of introduction of a speaker - speech of vote of thanks -OCcasiona|
speech - theme speech. Moderating programs Use of Technology

Unit4: INTERVIEW TECHNIQUES 08 Hours

Impcrtance of Interviews, Art of conducting and giving interviews, Place

ment interviews -
disciphine interviews - appraisal interviews - oxit interviews.



unit5: MEETINGS

xmpoft?r‘ce' Me.etings opening and c|
discussions, Brain Storming, E‘Meetinggs

06 Hours
ing Meetings Participating and Conducting Group

unit 6: BUSINESS COMMUNICATION 10 Hours

iness letters: Inquiri i
Busines quiries, Circulars, Quotations, Orders, Acknowledgments Executions

. I 2 .
CorTezlsc')r:‘t;énEea'g:d?‘ei‘gl;sznents, Collection letter, Banking correspondence, Agency
cota Covering Letter Inte N persuading letters, Sales letters, Job application letters Bio-
data, ' rview Letters, Letter of Reference. Memos, minutes Circulars &

Unit 7: CARRIER PLANNING

di i ; .
Awareness of |ffereqt carrier sources of information, choosing a carrier, carrier counseling,
and Resume preparation preparing for group discussion

SKILL DEVELOPMENT
1. Conduct a mock meeting and draft minutes of the meeting,
2. Draft a letter of enquiry to purchase a laptop.

3. Draft your bio-data.
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