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Objectives: This course is designed to introduce students to various kinds of technical and 
professional writing. During the course, you will become familiar with technologies of business 
communication, receive feedback from and provide feedback to others on writing drafts and 
revisions, discover the role good writing and speaking skills plays in effective technical 
communication. The students will learn and experience ways to communicate effectively, 
particularly audience awareness and communication through technology and also learn ways 
to groom their personality. 
 
 
Unit-I   
Communication  
Basics of Communication :  
Elements of communication  
Communication Process 
Types of  communication.  
Interpersonal communication 
Barriers to communication.  
 
Speaking  & Listening 
Phonetics definition and scope 
Sounds:  English vowels and consonant  sounds  
English in real life situations:Requets, Permissions,Compliants, Apologies,Advice and 
Suggestion. 
Group discussions, Multi-perspective debates, presentation skills. 
Telephone etiquette. 
Listening Skills 
 
 
Unit-II 
Technical communication 
Technical communication: nature, origin and development of technical communication, 
salient features. 
 
Writing Skills 
Paragraph writing, developing  perspective, CODER 
Bussiness correspondence purpose, layout , form and types of  letters 
Report writing: structure, style and drafting of different types of reports. 
E-mail etiquette 
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