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Unit No. Content

1. ACADEMIC VOCABULARY AND ENGLISH FOR BUSINESS

1.0 Objectives

1.1 Introduction

1.2 Academic Vocabulary

1.3 List of common words used as academic vocabulary
1.4 English for Business

1.5 Key words

1.6 Let us sum up

1.7 Check your progress

1.8 Books suggested

2. BUSINESS ETIQUETTES

2.0 Objectives

2.1 Introduction

2.3 Business Etiquettes
2.4 Key Words

2.5 Check Your Progress
2.6 Books Suggested

3. INTERPERSONAL COMMUNICATION AT WORKPLACE

3.0 Introduction

3.1 Interpersonal Communication

3.2 Interpersonal Communication at work place

3.3 How to Improve Interpersonal Communication at Workplace
3.4 Importance of Interpersonal Skills in the Workplace

3.5 Let Us Sum UP

3.6 Key Words

3.7 Check Your Progress

3.8 Books Suggested

INFORMATION TECHNOLOGY TOOLS IN BUSINESS
COMMUNICATION

4.0 Objectives

4.1 Introduction

4.2 1T Tools in Business Communication
(A) E —mail

(B) Instant Messaging and Chat apps
(C) Video Conferencing

(D) Collaboration Tools

(E) Leveraging social media for Business communication
4.3 Let’s sum up

4.4 Key words

4.5 Check your progress

4.6 Suggested Reading




GLOBALIZATION & COMMUNICATION

5.0 Objectives
5.1 Introduction
5.2 Definition of Globalization
5.3 Key aspects of Globalization
A. Technological Advancement
B. Trade and Liberalization
C. Transportation structure
D. Cultural Exchange
5.4 The Role of Communication in Globalization
5.5 Challenges of Global Communication
5.6 Let’s Sum up
5.7 Key Words
5.8 Check your Progress
5.9 Suggested Books

PRESS REPORT

6.0 Objectives

6.1 Introduction

6.2 Meaning and concept

Press Release- structure and form

Understanding of writing skill

Writing skill with a view to Report writing

The role of Report writing in Mass-media and Journalism
e Press Report in broader term Report writing

6.3 The features of Press Release

6.4 The functions of Press Release

6.5 Types of Press Release

6.6 Let Us Sum Up

6.7 Check your progress

6.8 Key Words

6.9 Suggested Reading

WRITING FOR MEDIA

7.0 Objective

7.1 Introduction

7.2 Writing for media

7.3 Writing for Electronic Media
7.4 Writing for Digital Media
7.5 Let us sum up

7.6 Check your progress

7.7 Further Readings

ADVERTISING: ATOOL OF MARKETING

8.0 Objectives

8.1 Introduction

8.2 Background

8.3 Definitions

8.4 History of Advertising

8.5 Difference between advertising and marketing
8.6 Various tools of marketing
8.7 Objectives of advertisement
8.8 Keywords

8.9 Let us sup up

8.10 Check your progress

8.11 Books suggested




REPORT WRITING

9.0 Objectives

9.1 Introduction

9.2 Significance

9.3 Features

9.4 Types
9.4.1 Informal Reports
9.4.2 Formal Reports

9.5 Structure

9.6 Key Words

9.7 Let Us Sum Up

9.8 Books Suggested

10.

QUESTIONNAIRE

10.0 Objectives

10.1 Introduction

10.2 Meaning and definitions of Questionnaire

10.3 Kinds of Questions

10.4 How to prepare a questionnaire

10.5 Online Digital Platforms for preparing questionnaire
10.6 Let’s Sum-up

10.7 Recommended Reading

11.

INSURANCE CORRESPONDENCE

11.0 Objectives

11.1 What is Insurance?

11.2 Introduction

11.3 Background of the Insurance Industry

11.4 History of Insurance Correspondence

11.5 Difference between Insurance and Business Correspondence
11.6 Characteristics of Insurance Correspondence
11.7 Seven Principles of Insurance correspondence
11.8 Various Obijectives of Insurance Correspondence
11.9 Essential Parts of Insurance letter Writing

11.10 Why Insurance is important

11.11 Key Words

11.12 Let us Sum up

11.13 Check your progress

11.14 Books Suggested

12.

BOOK REVIEW

12.0 Objectives

12.1 Introduction

12.2 History or background of book review

12.3 Who can write a book review?

12.4 Approaches for reviewing the book

12.5 Book Report vs. Book Review

12.6 Some Important Questions that can help the reviewer
12.7 Certain steps or processes for the book review

12.8 Desirable and undesirable characteristics of reviewing the book
12.9 Essential Objectives of the book review

12.10 Keywords

12.11 Let us sum up

12.12 Check your progress

12.13 Books suggested




13.

CORPORATE COMMUNICATION

13.0 Objectives

13.1 Introduction

13.2 Corporate Communication
13.3 Let Us Sum Up

13.4 Key Words

13.5 Check Your Progress

14.

LANGUAGE FOR COMMUNICATION

14.0 Objectives

14.1 Introduction

14.2 What is language?

14.3 What is communication?

14.4 Obstacles in language and communication

14.5 The study of communication — words and language
14.6 Key words

14.7 Let us sum up

14.8 Check your progress

14.9 Recommended Reading




