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Unit No. Content 

1. BUSINESS/ WORKPLACE/ OFFICIAL JARGONS 

 

1.0 Objectives 

1.1 Introduction 

1.2 Concept and Meaning of Jargon 

1.3 Business Jargons 

1.4 Workplace Jargons 

1.5 Jargons related to Share Market / Stock Market 

1.6 Most Commonly used Business Acronyms 

1.7 Let Us Sum Up 

1.8 Books Suggested 

2. COMPREHENSION OF UNSEEN PARAGRAPH 

 

2.0 Objectives 

2.1 Introduction 

2.2 Techniques of Reading Unseen Passages 

2.3 Learning to Comprehend 

2.4 Let Us Sum Up 

2.5 Books Suggested 

3. GROUP DISCUSSION 

 

3.0 Learning Objectives 

3.1 Introduction 

3.2 Purpose of group discussion 

3.3 A team and a group 

3.4 Group discussion 

3.5 Difference between a group and a team. 

3.6 Why are group discussion skills important? 

3.7 Nature and characteristics of a group discussion 

3.8 Organisational group discussion 

3.8.1 Brainstorming 

3.8.2 Nominal group technique 

3.8.3 Delphi technique 

3.9 Group discussions which are a part of selection process 

3.9.1 Characteristics of a group discussion for selection process 

3.9.2 The evaluation criteria for selection – Knowledge level, Group 

communication skills, Group behaviour and Leadership skills 

3.10 Body language in group discussion 

3.11 Dos and Don’ts of group discussion 

3.12 Let Us Sum Up 

3.13 Key Words 

3.14 Books Suggested 

4. INTERVIEW SKILLS 

 

4.0 Overview 

4.1 Learning Objectives & Outcomes 

4.2 Introduction 

4.3 Interview Skills 



4.3.1 What is an Interview? 

4.3.2 Structure of the Interview 

4.3.3 Types of Interview 

4.3.4 Being Successful in Interview 

4.3.5 Pre-Interview 

4.3.6 During the Interview 

4.3.7 Post-Interview 

4.3.8 Interview Checklist 

4.3.9 Answering Some General Interview Questions 

4.3.10 Some Important Job Websites 

4.3.11 References 

4.4 Let Us Sum Up 

4.5 Key Words 

4.6 Books Suggested 

4.7 Self Evaluation Exercise 

5. PRESENTATION STRATEGIES 

 

5.0 Objectives 

5.1 Introduction 

5.2 Planning a Presentation 

5.2.1 Preparing a Presentation 

5.2.2 Structuring a Presentation 

5.2.2.1 Introduction 

5.2.2.2 Body (Main points) 

5.2.2.3 Conclusion 

5.2.3 Tips of Effective Presentation 

5.2.3.1 Open up cheerfully 

5.2.3.2 Analyze the audience and locale 

5.2.3.3 Plan your presentation 

5.2.3.4 Structure your presentation 

5.2.3.5 Keep it simple 

5.2.3.6 Engage your audience 

5.2.3.7 Use short stories and anecdotes 

5.2.3.8 Practice leads to perfection 

5.2.3.9 Interact with the audience 

5.2.3.10 Use your body language 

5.2.3.11 Use visuals 

5.2.3.12 Keep a back plan ready 

5.2.4 Analyzing the audience and locale 

5.2.4.1 Demographic Analysis of Audience 

5.2.4.2 Psychological Analysis of Audience 

5.2.4.3 Contextual Analysis of Audience 

5.3 Key Words 

5.4 Let Us Sum Up 

5.5 Books Suggested 

6. PROPOSAL WRITING 

 

6.0 Objectives 

6.1 Introduction 

6.2 Developing your topic 

6.2.1 It must be interesting to you 

6.2.2 Ask questions about your topic 

6.2.3 Define Your Topic 

6.2.4 Broaden a Research Topic 

6.2.5 Select Keywords to Use as Search Terms 

6.2.6 Using Search terms 

6.2.7 It must be feasible in the time allocated 

6.2.8 It must fit within financial and other resource constraints 



6.2.9 It must be within your competence 

6.2.10 It must be sufficiently delimited 

6.2.11 It must be manageable in size 

6.2.12 It must have the potential to make an original contribution to 

knowledge or practice in the appropriate area 

6.2.13 It must be able to meet all ethical, legal and risk assessment 

requirements. 

6.2.14 Keep Track of Sources 

6.2.15 Suggestions for organizing notes and citations 

6.3 Creating a good research proposal 

6.4 Guidelines for creating a well-developed research proposal 

6.4.1 Research topic 

6.4.2 Background and context of the study 

6.4.3 Methodology 

6.4.4 Literature review 

6.4.5 Proposed timeline/milestones 

6.4.6 Resources needed and available 

6.4.7 Select bibliography or references 

6.4.8 Evaluating your research proposal 

6.5 Let Us Sum Up 

6.6 Key Words 

6.7 Books Suggested 

6.8 Exercises 

7. AGENDA OF THE MEETING 

 

7.0 Objectives 

7.1 Introduction 

7.1.1 What is an Agenda? 

7.1.2 Importance of Agenda 

7.1.3 Preparation of Agenda 

7.2 How to systematically develop an effective meeting agenda 

7.2.1 Format of the Agenda: 

7.2.2 Detail description about each item on the agenda: 

7.3 Let Us Sum Up 

7.4 Key Words 

7.5 Check Your Progress 

7.6 Books Suggested 

8. MINUTES OF THE MEETING 

 

8.0 Objectives 

8.1 Introduction 

8.2 Importance of Minutes 

8.3 Notice 

8.4 Agenda 

8.5 Minutes of the Meeting 

8.6 Let Us Sum Up 

8.7 Key Words 

8.8 Books Suggested 

9. JOB APPLICATION/ CURRICULUM VITAE 

 

9.0 Learning Objectives 

9.1 Learning Outcomes 

9.2 Introduction 

9.3 Covering Letter 

9.3.1 Meaning/ Definition of Covering Letter 

9.3.2 Points to be covered in Job Application’s Covering Letter 

9.3.3 How to Draft Covering Letter 

9.3.4 General Hints for Eye-catching Covering Letter 

9.3.5 Steps to Write a Covering Letter 



9.3.6 Suggested Ways to Draft Circular Letter 

9.4 Curriculum Vitae 

9.4.1 Meaning/ Definition of Curriculum Vitae 

9.4.2 Purpose of Curriculum Vitae 

9.4.3 Categories of Information Need to Include in the Curriculum 

Vitae 

9.4.3.1 Heading 

9.4.3.2 Career Objective 

9.4.3.3 Key Skills, Abilities, and Aptitude 

9.4.3.4 Position Desired 

9.4.3.5 Career History 

9.4.3.6 Educational Qualifications 

9.4.3.7 Reference 

9.5 Examples of Job Advertisements 

9.6 Do’s and Don’ts of Job Application Writing 

9.7 Words and Phrases to use while preparing Job Application 

9.8 Let Us Sum Up 

9.9 Keywords 

9.10 Books suggested 

9.11 Check Your Progress 

10. BANKING CORRESPONDENCE 

 

10.0 Objectives 

10.1 Introduction 

10.2 Fine Tuning the Mind 

10.3 Focus on Language 

10.4 Practice for Reading I: Various kinds of banking letters. 

10.5 Vocabulary: Multiple Meanings of the Same Word 

10.6 Practice of Writing-I: Arranging The Argument. 

10.7 Practice for Reading II: Suggestions for Email Correspondence 

10.8 Practice for Writing II: Effective Ways of Email Writing. 

10.9 Let Us Sum Up 

10.10Key Words 

10.11Books Suggested 

11. SECRETARIAL CORRESPONDENCES 

 

11.0 Objectives 

11.1 Introduction 

11.2 Classification of Secretarial Correspondence 

11.2.1 Correspondence with Director 

11.2.2 Correspondence with Shareholders 

11.2.3 Correspondence with Others 

11.3 Let Us Sum Up 

11.4 Key Words 

11.5 Exercises 

11.6 Book Suggested 

12. ACADEMIC AND OFFICIALWRITINGS DOS AND DON’TS 

 

12.0 Objectives 

12.1 Introduction 

12.2 Understanding Academic writing and Offoicial writing 

12.3 What is formal and Informal style of writing? 

12.4 Guidelines for Academic Writing and Official Writing 

12.5 Common problems and to overcome them 

12.6 Punctuation 

12.7 Importance of Citation 

12.8 Different styles of citations 

12.9 Let Us Sum Up 

12.10Key Words 



12.11Check your progress 

12.12Books Suggested 

13. PARAGRAPH WRITING 

 

13.0 Objectives 

13.1 Introduction 

13.2 Structure / Components of a Paragraph 

13.3 Topic Sentence 

13.4 Body of the Paragraph 

13.5 Concluding / Summary statement 

13.6 Check Your Progress 1 

13.7 Qualities of a Good Paragraph 

13.7.1 Cohesion 

13.7.2 Coherence 

13.7.3 Completeness 

13.8 Tips of /for Writing a a Good Paragraph 

13.9 Check Your Progress 2 

13.10Major Techniques to Organise the Content 

13.10.1 Narration 

13.10.2 Description 

13.10.3 Process 

13.10.4 Classification 

13.10.5 Illustration: 

13.10.6 Cause-Effect 

13.11 Check Your Progress 3 

13.12 Let Us Sum Up 

13.13 Key Words 

13.14 Books Suggested 

14. EMAIL WRITING 

 

14.0 Objectives 

14.1 Introduction 

14.2 Elements of an Email 

 Subject 

 Sender 

 Date and time of received. 

 Reply 

 Recipient 

 Email address of recipient 

 Attachment (If any) 

14.3 Writing an Email 

 The message and the recipient 

 Attractive subject line 

 Appropriate Greeting 

 Focus on message 

 Use of correct grammar and Proper punctuations 

 Spelling and Capitalization 

 Simple Format 

 Brevity 

 Use of Appropriate Sign 

 Look Before Sending 

14.4 Key Words 

14.5 Let Us Sum Up 

14.6 Books Suggested 

 


