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310 BUSINESS COMMUNICATION (BC)

Key Topics Intended Learning Outcomes (ILOS) Con::‘e,teelmcy Weightage
Demonstrate confidence in the use of language in varied 3
situations in the real life and work environment
Conversational Interpret printed texts, diagrams, tables and charts using 5 20%
skills appropriate vocabulary and structures ’
Discuss potential situations in business and arriving at 4
conclusions through process of argument
Recognize lexical and contextual meanings of vocabulary in a 5
given text
Identify discourse markers and linking words that maintain 1
cohesion and coherence of a printed text
Reading Skills Interpret diagrams, tables and charts with facts and figures 2 20%
Draw diagrams, tables, and charts to transfer information from 1
printed texts
Prepare Summarized printed texts at different levels for easy 3
comprehension
Prepare business documents with clarity and accuracy using 3
modern formats
Apply the new knowledge gained in an actual work 3
environment in real life situations
Business Writing | Explain given situations using the language economically and 5 20%
Skills effectively in the written form °
Recognize specific information in a given situation by reading 5
through a discourse
Assess and Reproduce information in a logical manner while
A o 3
maintaining the originality of the text
Apply the language efficiently and effectively in given 3
Functional situations 159
(0]
Grammar Demonstrate high degree of confidence in using the 3
structures of the language in varied settings
Demonstrate confidence in the use of language in given
Business situations with clarity, relevance, and objectivity for better 3
Presentation understanding 15%
Skills Explain accounting facts and figures using precise language 5
and vocabulary
Prepare professional CVs and attractive covering letters for job 3
Job Interview applications 0%
. 0
Skills Prepare written answers to open and close ended questions 3
more effectively

—l S50 5Bedme 2020




62

& @0t ®EMMDDOL) BBSBE eHBDDG

- Conversational Skills - 20%

11

12
13
14
15
1.6

- Reading Skills - 20%

21

22

31

03 |5
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04

47
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05 [53

Job Interview Skills - 10%

6.1

06 |62
63

Business Writing Skills - 20%

Business Presentation Skills - 15%

310 3835 5®m a3 39 - BUSINESS COMMUNICATION (BC)
SS6r150m dassds

Functioning confidently in the use of language in formal and informal dialogues
Deriving detailed and specific information on situations, people and things
Giving instructions and directions to personnel for a given situation

Comparing and contrasting of facts, figures, and statistics

Expressing opinions on situations, trends, states and experience

Agreeing & disagreeing on matters of academic and professional/ business interest

Understanding the basic terminology in accounting and business

Understanding cohesion & coherence of a paragraph on matters of accounting and business-related
information

Interpreting graphs, tables, diagrams on matters of business interest
Reading printed texts and extracting specific information

Reading printed texts and extracting general information

Writing short instructions/personal notes/ notices for accounting and business purposes to practice
specific terminologies

Drafting descriptive and narrative paragraphs on accounting and business matters for specific audience
Writing business memos, messages, and instructional materials for administrative purposes
Writing fax messages and e mails for a given situation to external clients and stakeholders

Writing business letters of different types using modern formats and formal language forms
tional Grammar - 15%

Identifying elements of sentence construction and synthesis of sentences while maintaining
cohesion and coherence

Writing descriptive and narrative paragraphs understanding tense and aspects for a given scenario
Describing explaining and justifying situations using specific adjectives and adverbs

Effective use of prepositions and prepositional phrases to ensure accuracy in meaning in a given situation
Describing processes and procedures in a given situation using forms of passive voice

Recording and reporting facts, figures and situations stated by a third party using indirect speech

Discussing possibilities and probabilities of intended business and accounting concepts using
conditional clauses

Describing people, situations and trends for further information using relative clauses

Identifying elements of business presentation and presentation plan

Using effective language in presentations at different levels and in different focus groups
Designing informative and persuasive presentations for different types of audience
Delivering presentations using multimedia, pointers, flip charts and videos

Handling questions and answering techniques in presentations

Writing professional curriculum vitae and covering letters
Requirements for facing interviews

Identifying basic etiquette in job interviews

SSw610m Sac 50 I
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