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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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(AD BS, BEd, MA/MSc, MEd) (ODL Mode)
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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Level: PGD
Total Marks: 100
Pass Marks: 50
ASSIGNMENT No. 1

 (Units: 1–5)

Q. 1
Discuss the meaning and importance of communication in a business setting. What are the major barriers to effective communication, and how can these be overcome using principles of effective and nonverbal communication?
(20)
Q. 2
Analyze the impact of cultural variables and ethical considerations on business communication in a global context. How do national and individual values influence ethical communication in Pakistani organizations? 
(20)
Q. 3
Examine the role of technology in business communication. Discuss the challenges new technologies pose to organizational communication and explain how email and other digital tools can be effectively managed inside and outside the organization.
(20)
Q. 4
Describe the process of preparing effective business messages. How do message design, structure, and layout influence the clarity and impact of business letters, memos, and neutral messages?
(20)
Q. 5
Critically evaluate the principles of writing bad news and persuasive messages. How should a business professional structure negative replies and persuasive sales letters to maintain goodwill and achieve communication goals?
(20)

Guidelines FOR ASSIGNMENT No. 1:

You should look upon the assignments as a test of knowledge, management skills, and communication skills. When you write an assignment answer, you are indicating your knowledge to the teacher:

· Your level of understanding of the subject;

· How clearly you think?

· How well you can reflect on your knowledge & experience?

· How well you can use your knowledge in solving problems, explaining situations, and describing organizations and management?

· How professional you are, and how much care and attention you give to what you do?

To answer a question effectively, address the question directly, bring important related issues into the discussion, refer to sources, and indicate how principles from the course materials apply. The student must also be able to identify important problems and implications arising from the answer.

For citing references, writing bibliographies, and formatting the assignment, APA format should be followed.

ASSIGNMENT No. 2

Total Marks: 100
Pass Marks: 50

This assignment is a research-oriented activity. You are required to obtain information from a business/commercial organization and prepare a report of about 1000 words on the topic allotted to you to be submitted to your teacher for evaluation.

You are required to select one of the following topics according to the last digit of your roll number. For example, if your roll number is P-3427180, then you will select topic # 0 (the last digit):
Topics:

0. Meaning and Importance of Communication
1. National and Individual Cultural Variables
2. Managing Information within an Organization
3. The Appearance and Design of Business Messages
4. Bad-News Messages and Ethics
5. Effective Writing Style and Appearance
6. Strategies for Improving Listening Skills
7. Successfully Solving Problems in Meetings or Groups
8. Barriers in Communication
9. Building Your Resume
GUIDELINES FOR ASSIGNMENT # 2:

· 1.5 line spacing

· Use headers and subheads throughout all sections

· Organization of ideas

· Writing skills (spelling, grammar, punctuation)

· Professionalism (readability and general appearance)

· Do more than repeat the text

· Express a point of view and defend it.

The report should follow the following format:

1) Title page

2) Acknowledgments

3) An abstract (one-page summary of the paper)

4) Table of contents

5) Introduction to the topic (brief history & significance of the topic assigned)

6) Practical study of the organization (concerning the topic)

7) Data collection methods

8) SWOT analysis (strengths, weaknesses, opportunities & threats) relevant to the topic assigned

9) Conclusion (one-page brief covering important aspects of your report)

10) Recommendations (specific recommendations relevant to the topic assigned)

11) References (as per APA format)
12) Annexes (if any)
PROFESSIONAL COMMUNICATION
DETAILED COURSE OUTLINE (9502)

Unit-l:
An Overview of Communication
a) Meaning and Importance of Communication
b) Barriers in Communication
c) Nonverbal Communication
d) Principles of Effective Communication
Unit-2:
Business Communication in Context
a) Business Communication and the Global Context

b) Background to Intercultural Communication
c) National and Individual Cultural Variables

d) Business Communication and Ethics

e) Influences on Personal Ethics

f) Communication and Ethical Issues

Unit-3:
Business Communication and Technology

a)
Managing Information within an Organization




1)
History of Technological Developments


2)
Challenges to the Organization Made by New Technologies


b)
E-mail & Other technologies for communication


c)
Managing information on our sides of the Organization

Unit-4:
Message Design

a)
Process of Preparing Effective Business Messages



1)
Five Planning Steps, Basic Organizational Plans, Beginning & Ending 



2)
Composing the Message


b)
The Appearance and Design of Business Message Business Letters, Memorandums, Special Timesaving Message Media



c)
Good-News and Neutral Messages Organizational Plan, Favorable Replies 
Unit-5:
Written Communication: Major Plans for Letters and Memos


a)
Bad-News Messages


1)
The right Attitude, Plans for Bad-News Messages


2)
Negative Replies to Requests



3)
Unfavorable Unsolicited Messages



b)
Persuasive Written Messages



1)
Organization of Persuasive Messages 



2)
Persuasive Request, Persuasive Sales Letters 

Unit-6:
Written Communication: Reports

a)
Short Reports


1)
Suggestion for Short Reports



2)
Informational Memorandum Reports 



3)
Analytical Memorandum Reports, Letter Reports



b)
Long (Formal) Reports 



c)
Proposals 



d)
Writing Style and Appearance
Unit-7: Strategies for Oral Communication
a)
Strategies for Successful Speaking and Successful! Listening

1) Strategies for Improving Oral Presentation
2) Strategies for Improving Listing Skills


b)
Strategies for Successful Informative and Persuasive Speaking

1) Purpose of Informative and Persuasive Speaking
2) Kinds of Informative and Persuasive Speaking
3) Audience Analysis for Informative and Persuasive Speaking
4) Organization for Informative and Persuasive Speaking
5) Supports for Informative and Persuasive Speaking
Unit-8:
Strategies for Successful Interpersonal Communication and Group Meetings
a) Strategies for Successful Interpersonal Communication
b) Strategies for Successful Business and Group Meetings
1) Background Information, Purpose, and Kinds of Meetings
2) Solving Problems in Meetings or Groups
3) Leadership Responsibilities in Meeting
4) Participants' Responsibilities in Meetings
c)
How to Take Minutes of the Meeting

Unit-9:
The Job Application Process
a)
The Written Job Presentation

1) Self-Assessment, Market Assessment
2) Resume (Vita, Qualification Brief)
3) Cover Letter to Resume
b)
The Job Application Process-Interviews and Follow-up
1) Successful Presentation for die Job Interview
2) Successful Follow-up Messages After the Interview
3) Successful Negotiating
Recommended Book:

Effective Business Communications, International Edition, 7thEdition, by H. A. Murphy, Herbert W. Hilclebrandt, Jane P. Thomas 
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