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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 question.

3. Avoid irrelevant discussion/information and reproducing from books, study

guide or allied material.

Hand written scanned assignments are not acceptable.

Upload you typed (in Word or PDF format) assignments on or before the due date.

Your own analysis and synthesis will be appreciated.

Late assignments can’t be uploaded at LMS.

The students who attempt their assignments in Urdu/Arabic may upload a

scanned copy of their hand written assignments (in PDF format) on

University LMS. The size of the file should not exceed 5 MB.
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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 AN ASSIGNMENT(S) BORROWED OR STOLEN FROM OTHER(S) AS ONE’S OWN WILL BE PENALIZED AS DEFINED IN “AIOU PLAGIARISM POLICY”.
Course: Professional Communication (3578)
Semester: Autumn, 2025
Level:   Postgraduate

Total Marks: 100
Pass Marks: 50

ASSIGNMENT No. 1
Instructions: (You must answer the questions in your own words.  Copying from books is not permissible.)
	Q1

	Q. 1
	a) Define communication and explain its importance in the business environment.

b) Discuss how communication impacts organizational effectiveness and highlight key barriers to effective communication with examples.


	(20)

	Q. 2
	a) Examine the role of intercultural communication in global business.

b) How do national and individual cultural variables influence business communication? Share examples of possible misunderstandings and strategies to overcome them.


	(20)

	Q. 3
	a) Discuss the ethical challenges in business communication.

b) What are the influences on personal ethics, and how can communication be used to address ethical issues within an organization?
	(20)

	Q. 4
	a) Evaluate the impact of modern technology on business communication.

b) Explain the use of tools like email, voicemail, the internet, teleconferencing, and groupware in managing internal and external communication effectively.


	(20)

	Q. 5
	a) Outline the five planning steps involved in preparing an effective business message.

b) Include discussion on organizing, beginning and ending a message, and the importance of proper appearance and tone in letters and memos.
	(20)


ASSIGNMENT No. 2
Total Marks: 100
Pass Marks: 50
Instructions: (You must answer the questions in your own words.  Copying from books is not permissible.)

	Q1

	Q. 1
	a) Discuss how to write a persuasive business message.

b) Explain the structure and style of persuasive requests and sales letters, including psychological principles used to influence the reader’s response.


	(20)

	Q. 2
	a) Differentiate between short and long business reports.

b) Explain the components, style, and appropriate usage of both types, and give examples of situations where each would be appropriate.


	(20)

	Q. 3
	a) Describe the strategies for successful oral communication in a professional setting.

b) Include strategies for overcoming stage fright, improving listening skills, and structuring informative and persuasive speeches for maximum impact.


	(20)

	Q. 4
	a) Explain how effective interpersonal communication contributes to successful group meetings.

b) Include discussion on dyadic communication, meeting roles (leader vs. participant), problem-solving techniques, and the correct method for taking meeting minutes.


	(20)

	Q. 5
	a) Outline the steps of the job application process from resume writing to post-interview follow-up.

b) Discuss how to tailor a resume, write an effective cover letter, present confidently in an interview, and follow up professionally.


	(20)
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