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WARNING

1. PLAGIARISM OR HIRING OF GHOST WRITER(S) FOR SOLVING THE ASSIGNMENT(S) WILL DEBAR THE STUDENT FROM AWARD OF DEGREE/CERTIFICATE, IF FOUND AT ANY STAGE.

2. SUBMITTING ASSIGNMENT(S) BORROWED OR STOLEN FROM OTHER(S) AS ONE’S OWN WILL BE PENALIZED AS DEFINED IN “AIOU PLAGIARISM POLICY”.
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Course: Business Communication (1416/5409/457/9412) Semester: Autumn,2025
Level: BA/BS 

Please read the following instructions for writing your assignments. (SSC, HSSC & BA Programmes)
1.
All questions are compulsory and carry equal marks but within a question the marks are distributed according to its requirements.

2.
Read the question carefully and then answer it according to the requirements of the questions.

3.
Late submission of assignments will not be accepted.

4.
Your own analysis and synthesis will be appreciated.

5.
Avoid irrelevant discussion/information and reproducing from books, and study guides of allied material.

Total Marks: 100
Pass Marks: 50
ASSIGNMENT No. 1

(Units 1-5)

Q.1 
What does the term ‘communication’ mean? Being a professional, what do you think, how does communication is the life blood of an organization, in the context of we-attitude and you-attitude
(20)

Q.2
What are the suggestions to overcome stage fright? Suggest some suggestions regarding the place and timing of presentation.
 (20)

Q.3 
Listening is learning. Listening is the complex and selective process of receiving, focusing, deciphering, accepting and storing what we hear. Explain the listening skill with examples.
(20)

Q.4 
Compare and contrast business letters with personal letters in terms of tone, structure, and purpose. What are the key elements that must be included in a formal business letter, and how can they be applied in a business context in Pakistan?
 (20)

Q.5
Explain seven kinds of meetings. Give your thoughts that meetings have great significance in business and private life.
 (20)

Total Marks: 100
Pass Marks: 50

ASSIGNMENT No. 2

(Units 6-9)
Q.1 
A report is an unprejudiced, objective, planned presentation of facts to one or more people for a specific business purpose. Elaborate on it with logical reasons. How can it benefit a new startup?
 (20)

Q.2 
 What is a job interview? How can you prepare best for it? Further, explain the different types of interviews.
 (20)

Q.3 
Portfolios prove our resume by showing examples of our skills, evidence of accomplishments, and documents of our achievements. What is the worth of portfolio for an entrepreneur while competing in an international market?  
(20)

Q.4 
What are the cross cultural messages ethics? What ethical principles need to be observed in social media advertising messages?  
(20)

Q.5 
Negotiation is a process in which two or more parties try to resolve differences, solve problems and reach an agreement. Elaborate on a situation to retain your client after delivering damaged products through negotiation.
(20)
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