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LEARNING OBJECTIVES:
1. To outline the communication process and learn its various aspects
2. To enhance and refine verbal and non-verbal communication skills
3. To develop proficiency in writing clear, concise and coherent messages for personal and
professional use.

COURSE OUTCOMES:
1. Learners will be able to identify and demonstrate communication constructs in their interactions
with self and others

2. Learners will be able to effectively draft and deliver oral and written messages.

3. Learners will be able to effectively use verbal and non-verbal communication cues to enhance
their communication abilities

Unit

Course Content

Andragogy

No of
Lectures

I Theory of Communication Skills:

The Concept of communication

Process of communication and elements of
Communication

Types of communication — verbal & nonverbal / oral
& written / formal & informal / with reference to
number of people in the communication

Modes of Communication and Objectives

7 Cs of Communication

Listening skills

Barriers of communication

Reading Skills (SQ3R, Scanning & Skimming) &
Interpretation of Infographics

Presentations,
Case studies,
Group
Discussions

15

I Writing Skills:

Curriculum Vitae

Statement of purpose

Letter writing - format, job application letter, acceptance
letter and Resignation letter

Paragraph writing and Summarization

Understanding social media writing

Presentations,
Case studies,
Group
Discussions

15
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Internal Continuous Assessment (ICA) Pattern

Sr No. Examination Method Marks
1 Project / Assignment 10
2 Viva / Presentation 5
3 Class Participation 5
TOTAL 20

Term End Examinations (TEE)
Question Paper Pattern

Question Description | Total Marks
No.
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




