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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”.

Course: Business Communication (5409)
Semester: Autumn 2018
Level: Associate Degree in Commerce
Total Marks: 100
Pass Marks: 50
ASSIGNMENT No. 1

(Units: 1–4)
Note:
You are required to attempt all questions if you are unable to understand any question of assignment, do seek help from your concerned tutor. But keep in mind that tutors are not supposed to solve the assignment questions for you.
Q. 1
How effective communication help an executive in his or her career development?
(20)
Q. 2
What are the components of communication process, discuss in detail with examples.
(20)
Q. 3
Describe the characteristics of an effective business message.
(20)
Q. 4
Describe the role of non-verbal communication. What are some non-verbal symbols that affect a person’s image?
(20)
Q. 5
Define management information system. Describe various uses of information in an organization.
(20)
ASSIGNMENT No. 2

Total Marks: 100
(Units: 5–9)
Pass Marks: 50
Q. 1
What is organizational communication? Discuss pros and cons of using systems model for information handling.
(20)
Q. 2
Why it is important to use graphics and visual aids in communication process?
(20)
Q. 3
What steps are involved in preparing for a formal presentation?
(20)
Q. 4
Discuss various types of written communication. Prescribe an action guideline for overcoming barriers to effective written communication.
(20)
Q. 5
Write a note on long report and short report.
(20)
BUSINESS COMMUNICATION (5409)

COURSE OUTLINE

Unit-1:
Communication – Concept & Limitations

1.1 What is Communication

1.2 Importance of Language in Communication

1.3 Effective listening

1.4 Steps in effective listening

1.5 Essential elements in Communication

1.6 Process of Communication

1.7 Role of Communication

1.8 Problems in Communication

Unit–2:
Interpersonal Communication


2.1
Encoding, Decoding


2.2
Barriers in Communication


2.3
Summary

Unit–3:
Communication Variables


3.1
Type of Communication


3.2
Communication variable Model


3.3
Kinds of Variables


3.4
Summary

Unit–4:
Communication Systems 

4.1
Management Information System


4.2
Uses of Information


4.3
Summary

Unit–5:
Organizational Communication

5.1
Traditional Approaches of Organizational Communication


5.2
Systems Model for Information Handling 


5.3
MIS Model


5.4
Summary

Unit–6:
Business Communication Application 

6.1
Foresting – Inventory, Sales


6.2
Action Guideline


6.3
Summary 

Unit–7:
Communication Skills

7.1
Deciding the Purpose off your Message


7.2
Identifying the person who would receive your Message


7.3
Presenting Message in an effective way


7.4
Using Basic Skills in Communication


7.5
Summary 

Unit–8:
Written Communication

8.1
Identifying different types of written Communication


8.2
Action Guideline


8.3
Summary

Unit–9:
Business Reports

9.1
Purpose and need of a Business Report


9.2
Classification of Reports


9.3
The Art of Report Writing

9.4
Principles of Report Writing
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