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ENGLISH COMMUNICATION |
(Theory:2 credits) |
No. of Lectures '

Unit Topics to be covered 5

Communication L ) e
: (a) Definition, Needs, Types, Methods, Process, Objective,Barriers.

(b) Language of Effective Communication (i)BodyLanguage
I. Postures andGestures

I1. Attire, Appearance &Handshake '.
II1. Smile and Organisational BodyLanguage

{c) CommunicationSkills

I. Informal Communication and FormalExpression
II. InterpersonalCommunication

I11. Intrapersonal Communication

I'V. Humour inCommunication

V. Understanding Audience’sPsychology

2 Writing

a (i) Expanding the idea

(1i) Note-Making

(iii) Circulars &Memos

(iv) Memorandums

(v) Officenotes

] (vi) Reminders andFollow-up
(vii) FormalEmail

3 BusinessLetters : 5

= a. Essentials of a BusinessLetter

b. Parts and Forms of a BusinessLetter

c. Types of Business Letters — Tenders, Quotations & Orders,
Letters ofEnquiry,

Dealing with Complaints

d. Letters toEditor

€. Resume &CV

f. CoveringLetter

g. ReportWriting

h. ProjectWriting

i.__Notice, Agenda Minutes
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4. Language through Literature
Y 1 aris i {
| fa) William Wordsworth. Three v cars She Greww 11 ‘L”'. |
I e 3 Dissim Evekicl; "Gooaie party for Miss P St |
=« ShoriStories : ) |
() Guy De Maupassanl: “The DiamendNecklace |
(b) Katherine Mansficld: ‘A Cup of Tea |
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Reading List: : : :
1. Deinton &Zelley, Applying Communication Theory Jfor Prafessional  Life.

hﬂp:#tsimt.ul.nc.z\ﬂwnlinm'hacmds
Fluency in English, Part 11, 0.U.P.2006.
Business English, Pearson2008. y : . !
Krishna Mﬁfm and Meera Banerjee, Developing Communication Skills, Delhi: Macmillan
Publishers India Ltd.,2009. 2008

The Pierian Spring, Hyderabad: Universities Press, i ;

A Slice of Life: An Anthology of Short Stories, Delhi: Motilal Bagamadaﬁ,zﬂiﬂ.

R.K_ Madhukar, Business Cemmanication, Noida: Vikas Publishing House Pvt. Ltd., 2005.
Betty Schrampfer Azar, Understanding and Using English Grammar, New Jersey:

Longman,1999.
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ABILITY ENHANCEMENT ELECTIVE COURSE (ANY TWO)

SECIENGLISH LANGUAGE TEACHING

Course Outcomes
After the completion of the course, the student will be able to:

CO1: A ] :
= Apply various pedagogical tools to facilitate an easy learning process for thelearner.
" Grasp various learning styles and strategies related to classroom teaching and

CO03:  Make usc of latest technologies and software to facilitate language acquisition for the

CO4:  Use different cognitive approaches to assess the kind of skills o be i
Ieﬁmer erent cognitive approaches m-'ﬁﬁfm*hﬂ@f-shﬂs_t_n be imparted to the

COS:  To hold debates and lose discussions wi for identification of difficulties

No. of Lectures




