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ABOUT THE COURSE SAINTGITS 
LEARN.GROWEXCEL 

To make the students competent in their job-seeking, job-
getting and job-holding needs. The course shall familiarise 
students with the importance of communication in business. 

OBJECTIVES 
To equip students in oral and written communication to 
enhance their academic and professional use of language. 
To familiarise the methods of communication, relevant to 
various 

business situations 

EXPECTED OUTCOMES 
Manage communication requirements of the industry 

Prepare letters, e-mails and resumes 
Conduct presentations and attend job interviews with 
confidence 

OF, APPL 

DURATION 
The course is designed for 30 hours AINSITE 

*PATHAN 
KOTTA 

MUTTOM 

CONTENT 

Business letters, E-mails, Job Interviews, Group Discussion, 
Presentations, Reviews, Resume, Etiquettes 

LEARN.GROW. EXCEL 

ED SCIE 937100 S 



SAINTGITS 
LEARN.GROWEXCEL 

Practice materials 
Practical sessions 
One to one feedback 

ADVANTAGES 

Enhance confidence to meet the communication needs 
of the job industry 
Familiarise students with various business contexts 
Opportunities to practice skills required for the industry 

OF APPLIE coLLEGE 

*PATHAN MUTTOM 

LEARN. GROW. EXCEL 

YAYLIO 

ED SCIEN 



OFAPA PLIED CoLLEGE O 

PATHA *PATHA AMUTTOM 

,KOTTA 

O SCIENC 



SAINTGITS COLLEGE OF APPLIED SCIENCES 

Value Added Course 

BUSINESS coMMUNICATION 

Course Code - VENGBCO02 

Aim of the course 

To make the students competent in their job-seeking and job-getting and job-holding 

needs. The course shall cater to equipping the students in comprehensive language 

enhancement and to familiarise the importance of communication in business. 

Obiectives of the course 
1) To equip themselves in oral and written communication to enhance their academic and 

professional use of language. 

2) To familiarise the methods of communication, relevant to various business situations and 

to build up communication skills among situations. 

3) To train themselves in making effective presentations. 

Course Outline 

MODULE-I (Oral and Written skills for jobs and careers) 

a) Applying for jobs- preparing resumes- curriculum vitae-Writing covering letters. 

b) Preparing for interviews- taking interviews. 

c) Job interviews- group discussions. (15 hours) 

MODULE-II (Workplace Communications) 

a) Emails- business enquiry letters- complaints and grievances, apology- leave applications. 

b) Structuring and delivering a presentation- telephonic etiquettes, role plays. 

cReviews (films, books. journals, articles). (15 hours) 

APPLS cOLLEGE O 

KOrTA 

VUT TOW 
PATHAN 



S
tudents A

ttendance 

Ca,-.;, 
B

us 1 ()c? ~s 
Co m

(Y
')u 'Y

U
( o .. 1, 1

0
') . 

V
}D

l7-
I~

 
) 

lll 
IM

o
n

th
 

q 
/() '" 

It 
It 

/C ,, 
;, 

11 ,. '~ ( ,., 
,, 

I 
I 

I 
I 

I 
2-

3 3 
3 

<
 

.J _g 
;) 

3 
L " lf 

N
am

e o
f S

tudent 
I D

ace 
.~l'l 

I., .., 
, .. .l .)() 

'1 
'Ja 

/1 
IL

 tl 
fl I

"
 2o

-.:? 'C. 
le 

,,, ·U
 

f
,K 

7 
f?

 
/ 

" 
fr>

 12,!; .,, 
1, 

,, Li, 

lo 
I H

our 
2 .,. 

;,_ 
'-.i. 

< 
J 

t: 
2 

J, 
it. It, IL 

Ji 
e, -L

 
'? 

'( 
1, lh 

L, Ir
 

"1 
J. 

I. 
.,. 

<: 
I 

f::IJ.,h 
• ,'f+, 

Pt..-1 
;I(_ 

I( 
)(_ x )( .,. x 

'f,. Ir 
)l 

)< 
X

 -x 1/2 
')( 

)( 
X

 
,< 

" 
,< 

'')( a "-
',( 

'x 
)( 

I;: 
)( a. 

5. 
Ab,,:::; 

V
a.~

'"'h 
.
,

,=, 
"' 

)( 
)l 

j.. 
» " 

X
X

 x 
X

 IV 
'f. 

X 
X

 ,)( 
X. ;,( 

')( 
!( 

0 
o( x

ltl(' ., 
)( 

X 
X

 xX
 'lC

 .,C
IG\.. 

1, 
A

6
<

rc1
 hc,,,......v 7:,,,., r hc..'¥"1a 

X
 

·,c 
)(. 

)(. 
_;,(. 

,<. 
,I_ 

>(. 
"j. 

)t 
y 

x 
,,_ 

C
l 

(l 
')I. x 

X
 

X
 rx 

)( 
,c 

>( 
" 

.,, 
x 

X
 

'lC
 x 

'X
 

'X
 0.. 

1-. 
A

k
K

u
 

,"ln.t.~>--
X

 
}( 

'>L 
)(. 

,<. 
.><. 

'/,.. 
)( 

)'. 'I-
)( 

'-J X
x
 

;,< 
)( ct. 

)( 
X

 
X. ,<, 

?C
 'X 

)( 
)(_ 

,< )( xx )( ,c. 
'I('. 

2.+ 
C

./c 
,-.. ;, 

'T
h

o
m

-• 
'X. 

X. 
'X

. 
J<. 

)(."'l<. ')( 
X. 

X
. ')( 

a. Cl. 
<){ 

)( x
iX: 

,<:. 
)( ,,<_ 

4
' )( ;( x 

)(, 
,c. 

:,(,,"' ,t: )( 
a 

-,(. a. 
I 

G
 

i 
.A

I
J
,,. 

V
~

on 
, 

)(. 
)( 

)(. 
,<. 

-,(. 
'I-

i<. X. 
){. 

)( -x. 
,<' 

X 
')(I~

 'x 
)(. 

X 
')l. 

>< ,< 
" 

'I( 
)( 

X
 

i< 
,c -t.-£ 

')( 
JI( 

7· I 
r->,-,J.. 

fJ 
,C/h....-nh~,.,,,.... 

')I. 
'I-

,(. 
)( 

>( 
'I-

'><. 
-,(_ 

)( 
)(. 

i<. 
;< 

)( 
,<

·X
 

)( )(. 
\l 

>( 
0

. Ct 
J
( 

')(' 
)( 

)( 
-,( 

,< v... IX: Ix
 

a. 
)( 

el· I 
,A

r,r, ,e., 
.10~

0,::,r.. 
X. 

)I. 
X. 

X. 
)( 

k 
,< Q

x 
;< a. 

CL 't. x 
X

 
)(. 

)( 
)(. 

X
 1.::. a _a 

" 
x' X 

-.f_ 
xx 

,C\C\ 
';(x

 

'1
~

~
0

/
\
"
.
>

a
< 

'/,.. 
;< 

)(. 
" 

l( 
X

 
J(.. 

)l. 
)( 

)(.. X
. 

-,( 
')I. 

;,<.X
 

J(. "X
 

)l 
" 

x
O

 
,<.. 

')C
;,c X x 

Q_ 
-,t_ 

](. ')( a. ,\ 
'll 

;<. 
,c:_ 

,<. " 
)( 

,<_ 
X. 

)(. ,< Ct. 
C\ 

)(. 
)(_ :x X. )( y: 

;(_
,.:: )( a. 

")(-,( 
,<.. X. 

;I--
-1:. 

'/(. " 
)( 

;,(.__ 
{p

t)
~

--~
"' 

.S
o.ia,... 

-h-+--G
 e_,--v

rl') 
,-ri .... ...,..,, 

,._ 
;<. 

it 
X

 
X. 

J<. 
;>(_ 

)( 
't( 

)<
 

,<
'J(. 

y. 
X x 

xx 0.. 
)( 

a 
;t: 

X
 a. X

 x. x 
;(

 
Q

 
JC 

X It? 
a.. 

/2
,i 

P,(n
~

,, ....B_g__J.. u -
'I.. 

)(. 
X. 

X
 

X. 
;(. 

X
. 

,t. 
)( 7-

X
 

x X x 
)( 

)(. 
X

 )( 
-,( 

;,t. 
a
.a

 )( 
',{ 

.,( 
)<

 
..,, )( 

X
 ,,c X 

a.. 
I~

. 
D

, ,., o l}b
...-a. l)o

.~ 
X. 

J,. 
)(. 

X
 

l(._ 
X. 

''I(.. 
" 

'I-. 
Ji( 

X 
,, X: 

,< x 
)(. 

)I.. x )(. 
,(. 

X 
X

 
X

 ')( 
X

. 
,J( "-

,<_ x. 
X

 ,<. 

/* 
r

'7
f.lt l,l 

/V
)o

.,,,.LJ 
75,...b

, 
"-

'I.. 
)( 

)(. ·" 
,/!-

)t I /'.I 
,< a. 0

(1/.\ X
,,, 

)(_ 
)(. 

>(. 
y:. )( <=t... 

,I x:. )(. 
'I. ;< 

X. 
-,( 

--t X
 

;,l
q_ 

)( 

'6' · 
. c"Jon I 

:-1 
r ()l'-fl 

kc,...,.,,.., I(., "
)(. " .,._ 

)(. ,._ 
)(. ')(. x 

><'. 
)( 

)( 
X: 

" 
X 

X. 
)( 

l<'. 
,<... 

X Iv' I">' " 
,J( 'I. x. 

)(' 
:,{ ><. 

X 
X 

)( 
c:i 

{.g.:J.. 
Ju bc_'n 

N
h

n
 ... 

l)L
-o.~

-
-
-

)(_ 
X. 

)(, 
ic 

,< 
X

 ')(. 
X

 
-C\ X

 x 
x

x
 

,I. -6 
X. X

 
t:. 

')( 
)(' 

C
 -;;; x 

I"-
)( 

)( y 
-,(_ 

X 
x
X

 
)I.. 

Ir.' 
1-<=u

"a
 Sr,,<1.ri 

&
ibr, 

')I.)( 
-1... 

;<. 
)(. 

/1.. 
X. 

)( 
)( 

)( 
:,<. X

 
,( ,c 

X
 

;,<. a. ,£.
Ci! 

" 
)II -V

 
-,:. 

X: 
)( 

X x 
X 'X 

a. '/. 

{
e

. 
M

a
~'-",.,,.,,....,.....,. 

\/a
-:r<>h ,..,, 

.,,_ 
;t.. 

X
 

'1'-
,L 

)(. ><.X. 
,< 

)( 
a
t a. X

x
-

"-i. 
")( 

X
 Xx. 

ct. 
X

 X 
,e 

;i. >'-
,c. 

J( 
')( 

'/(. 
X. 

X
 

')I. 

l'l.. 
N

o.ndt'I k
,

_~l>o'11e. 
{) 

.,_ 
,._ 

)I;.
)(, 

I'-
X 

J
(

.X 
x 

,<. 
;,<.. 7<. 

X
' 

')(' 
ci 

X 
)( 

I< 
'J{ ;,C ..,c 

X 
X. 

)(. Ix: 
)( 

,t 
)( 

,(. 
-,t. 

X 
0.. 

~o 
R_,,,;.,..,,,..,,., 

t:1 
,,_ 

So
,,., 

)( 
)( 

">< 
)L

 ><. 
,._ X

:)( X
 a. 

)(, 
,<.. 

")( 
){ X

 
a 

,c 
)( -,l. 

q_ )C. 
)( 

)( 
,<

 ;<. x 
X

 
?( 0. 

')(. 
:,( 

C. 

., ' 
&

ne
ha. 

S
c, 1 · 

1:;,.'rl, 
--

<>c; 
X. 

;t.._ 
x.. 

X 
X: 

)( 
)( 

"
' 

>( X 
'l'- x

x 
')(.. 

')( 
i-

')( 
("

\ I-
x:. 

,( 
')( )( 

1-. X. 
"" 

0.. X. 
Cl.. a 

Z.2., 
$,-,. 

(.J. r V
 

/::,/o
v
' 

<J 
)(. 

:,( 
,,_ 

)(. 
.)(. 

,( 
X

. x
x

!.>< 
C

 
LJ. -<

X
 )(

O(
,,C

C
-

q 
Cl. ,r a.. 

'£ 
,c_ C

L a 
X

 .'J( 
:,( 

0. C\.. 
lC 

i 

<> t:(JL
Jhl>

 ,--, 
X. 

X 
'I',.)(. 

"
,<

 "' 
q 

Q7a 
0 

0 
;< 

0 
a__ A.. 

C
i £t. C

tl ,-,. )( 
)(, a 

C
l 'C

. 
,:,; ,0

, 
,,(, 

;,( °' 9 
I 

X. 
X

 
"
)
(
_

 " 
"- It:) x

iv x 
)( 

)( 
)(. )C

 '7'-
)l'.IX

: y:_ Y. ~
x

x
 

;,l 
)( ;( 

')(. 
;,(. t<. '"' ')( 

() "' 
. 

dll-l, 
=

«
u

a
Lt>

ks;.h!D
L_ v.,~, 

/Y4, 
' 

' 
I 

I 

! 
I 

I 
I 

I 
I 

i 
! 

! 
i 

I 
-

-
I 

i 
l 

I 
-

-

" 
1 

l 
I 

! 
I 

I 
I 

A
nv 

,c',,._cbc,l'Y\.G\. 
~

l\t A~ ~
l \Li.._ ~~~If\,~\ ~l 

tll hi.~ ! 
l 

h)I I Ai.!f\1 
I 

I 
Az. A: I \ I 

N
,,n,e of the Faculty-:~ Signa ·ure 

,1~~.1\~.~ 
~

'l 'i 
A:i1A-¼1~i~{ 

1 
I 

\ i \ 
: l 

I 
i 

I 
I 

~
-:,,_,----, I 

//4'-..... 



{"type":"Document","isBackSide":false,"languages":["en-us"],"usedOnDeviceOCR":true}

