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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  
Role & Significance.  
Verbal & Non-Verbal communication, Decoding body language.  
Phonetic transcription of words. 
Syllable, Stress and  Intonation 
 
Speaking  
Extempore speeches. 
Oral and Power Point  Presentation: Preparation and skills. 
Interview etiquette  
 
 
Unit-II 
Personality Development 
Self assessment, SWOT analysis,  Emotional quotient, Leadership qualities, Time, Fear and 
stress management. 
 
Writing Skills 
Technical communication: Difference between technical writing and general writing.  
Essentials of strong writing skills. 
Proposal Writing: Structure, Style and Drafting of  different types of  Proposals  
Writing Research Paper : Style,  Drafting and Avoiding Plagiarism 
CV/Resume Writing and Cover Letter. 
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