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Course Description:

This course focuses on bringing into perspective the importance of Business
Communication for organizations and individual employees in the context of multicultural
workforce in a digital world. The course will focus on instilling effective written and oral
communication skills in students. The course will be taught using texts, cases and classroom
exercises for improving both written and oral communication in students.

Course Objectives:

1. To understand the concept, process, and importance of business communication with a
strategic imperative.

2. To help students in understanding the basic principles and techniques of various
workplace communication including digital communication skills

3. To train students to acquire and master intra and interorganizational communication

4. To train students to communicate effectively for the purpose of gaining employment.
Course Content:

Unit 1: Written communication: intra organizational/ departmental/ workplace
communication

Need and Types, Basics of Writing Office Circulars, Agenda, Notice, Office Memoranda, Office
Orders, Newsletters; Positive and Negative Messages, Use of Technology for
Communication, Effective IT communication tools- Electronic mail: advantages, safety and
smartness in writing email, E-mail etiquettes; Use of online social media for communication
and Public Relations; Ethical dilemmas in use of social media for communication. Report
Writing: Types of Business Reports, responding to request for proposals (RFP), response to
RFP, Formal Report- Components and Purpose, Organizing Information- Outlining &
Numbering Sections, Section Headings, Sub-Headings, & Presentation; Reporting in Digital



Age, Writing Reports on Field Work/Visits to Industries, Business Proposals; Summarizing
Annual Reports of Companies- Purpose, Structure and Principles; Drafting Minutes of a
Meeting. Corporate Communication- channels of corporate communication, target segments
of corporate communication, types of corporate communication; Managing Crisis-
Communication; Managing communication during change; Culture as communication

Unit 2: Oral Communication, Professionalism and teamwork

Meaning, Nature, and Scope of Effective Oral Communication; Techniques of Effective
Speech, Media for Oral Communication- Face-to-Face Conversation, Teleconferences, Press
Conference, Telephonic Converzations, Radio Presentation, Public address and Podcast.
Constructing Oral Report; Group Discussion, Teams communication; Communication during
online meeting; Online and offline professional etiquettes; Conducting appraisals, conducting
interviews.

Unit 3: Negotiation Skills and Cross-Cultural Communication

Negotiation communication with vendors, suppliers, employees and other stakeholders;
BATNA & communication during negotiations; Body language and negotiation; Impact of
globalization on organizational communication; Cross-Cultural frameworks (ex. Geert
Hofstede); Culture & appropriate communication; Etic and Emic approaches to Culture;
Communication to a diverse workforce; Overcoming barriers and biases in Cross-Cultural
Communication; Building Inter-Cultural Workplace Skills; Cross-cultural etiquettes across
clusters/countries.

Unit 4; Contemporary Communication

Digital communication- individual communicating via social media, organizations
communicating via social media, Media Literacy; Strong Digital communication skills — email,
instant messaging, video conferencing, e-meetings, digital collaboration, digital citizenship —
digital etiquettes & responsibilities; Introduction to personal and organizational websites;
communication through podcast, Job Searching in Digital Age; Creating Resume (CV, cover
letter), Creating Customized Cover Messages for Job Applications, Purposes and Types of
Employment Interviews, Performing Optimally in a Job Interview- Do’s and Don’ts Before,
During and After the Interview.

Readings:

Text Books (Latest Edition):

1. AICTE’s Prescribed Textbook: Communication Skills in English (with Lab Manual), Anjana

Tiwari, Khanna Book Publishing Co.

2. Lesikar, R.V. & M.E. Flatley, “Business Communication: Connecting in a Digital World”,
McGraw-Hill Education.

3. Murphy, H. A, Hildebrandt, H. & Thomas, J.P. Effective Business Communication. McGraw
Hill.

4. Mukerjee H. S.,Business Communication: Connecting at Work. Oxford Publication
S. Boove, C.L. et al., Business Communication Today, Pearson.
References:

1. Culture as Communication (2001) by Stever Robbins

2. The Future of Internal Communication | Rita Linjuan Men, Shannon A. Bowen | Business
Expert Press| BEP336-PDF-ENG |
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Suggested Exercise and cases:
1. Negotiation exercise as vendor/seller
2. Analyzing verbal and non-verbal aspects of speeches of great leaders and orators.

3. Delivering Effective Presentations using presentation tools/software and use of
infographics.

Cases on business communication

Summarizing Annual Report of a Company.

Preparing elevator pitch

Preparing curriculum vitae/resume/letter

Communicating Effectively in Group Discussion and personal interviews
How to Communicate Organizational Change (2020) by Angela Fisher Ricks
https://online.hbs.edu/blog/post/how-to-communicate-organizational-change
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10. Change Management and Internal Communication | Rita Linjuan Men, Shannon
A.Bowen | BusinessExpert Press |BEP334-PDF-ENG|

11. Lighting the Fire: Crafting and Delivering Broadly Inspiring Messages | Tsedal Neeley,
Tom Ryder | Harvard Business School | 416046-PDF-ENG | https://hbsp.harva
rd.edu/product/416046-PDF-ENG?

12. Bad Writing Is Destroying Your Company’s Productivity (2016) by Josh Bernoff,
https://hbr.org/2016/09/bad-writing-is-destroying-your-companys-productivity
13. Group Communication and Decision-Making Simulation: Wildfire Mitigation |

MatthewKoschmann| FOO0001-HTM- ENG|https://hbsp.harvard.edu/product/FO0001-
HTM-ENG

14. Three Rules for Communicating During a Crisis | Nancy Koehn| 5238AV-AVO-
ENG|https://hbsp.har  vard.edu/product/5238AV-AVO-ENG  https://hbsp.harvard.edu
/produ ct/5238 AV-AVO-ENGNtt=BUSINESS COMMUNICATION

Course Outcomes:

1. Apply the skills for writing various workplace written communications.
2. Effectively analyze and evaluate Business Reports.
3. Demonstrate competence in delivering impressive power- point presentations.

4. Create objective and succinct Resumes and be prepared to perform optimally in
Job Interviews.
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