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Bachelor of Commerce (B. Com.) 

    Semester – V 

 

Course Code UB05SECOM01 Title of the Course Professional Communication Skills 

Total Credits 

of the Course 
02 Hours per week 02 

 

Course 

Objectives:  

1) To enable learners to apply, analyze, and evaluate managerial 

communication skills by developing their speaking, listening, writing, 

and critical thinking abilities through structured and interactive 

activities such as public speaking, presentations, and professional 

communication tasks. 

2) To develop learners’ skills in crafting effective questionnaires for 

gathering information on diverse topics. 

 

Course Content 

Unit No. Description 
Weightage 

(%) 

1 Public Speaking and Oral Presentation 

Preparatory Steps, Structuring the Content, Audience Awareness, 

Modes of Delivery, Vocal Aspects, Time Management, Handling 

Questions, Meeting Unexpected Situations, Dos and Don’ts, 

Speeches for Special Occasions, Evaluating Speech and Oral 

Presentation. 

50% 

2 Drafting of Questionnaires to survey the following: 

• Marketability and Launching of a New Product 

• Habits and Attitudes of College Students 

• Socio-economic Conditions of a Particular Class of People (E.g. 

Factory Workers, Slum Dwellers, Primary Teachers etc.) 

50% 

 

Teaching- 

Learning 

Methodology 

The course would be taught /learnt through ICT (e.g. Power Point 

Presentation, Audio-Visual Presentation), Lectures, Group Discussions, 

Quizzes, Assignments, Case Study and Browsing E- Resources. 
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Internal and External Examination Evaluation 

Sr. 

No. 

Details of the Evaluation / Exam Pattern 50 Marks 

(%) 

25 Marks 

(%) 

1 Class Test (at least one) 15 (30%) 10 (40%) 

2 Quiz (at least one) 15 (30%) 05 (20%) 

3 Active Learning 05 (10%) ---- 

4 Home Assignment 05 (10%) 05 (20%) 

5 Class Assignment 05 (10%) ---- 

6 Attendance 05 (10%) 05 (20%) 

Total Internal (%) 50 (100%) 25 (100%) 

Final Examination (%) 50 (100%) 25 (100%) 

 

Sr. No.  Course Outcomes: Having completed this course, the learner will be able to 

1) Express their ideas clearly and confidently in spoken English, demonstrate 

improved comprehension and effectively participate in real life communication 

situations. 

2) Design effective questionnaires for gathering information on various topics such as 

marketability of new products, habits and attitudes of college students, and socio-

economic conditions of specific demographic groups. 

 

Sr. No.  Suggested References: 

1) Essentials of Business Communication - Rajendra Pal and J S Korlahalli (Sultan 

Chand & Sons) 

2) Principles and Practice of Business Communication - Rhoda A Doctor & Aspi 

H Doctor (A R Sheth& Company, Mumbai) 

3) Business Communication - U S Rai & S M Rai (Himalaya Publishing House, 

Mumbai) 

4) Developing Communication Skills - Krishna Mohan & Meera Benerjee 

(Macmillan) 

5) Effective Business Communication - Asha Kaul (Prentice Hall – Economy 

Edition) 

6) Business Communication - Asha Kaul (Prentice Hall of India Pvt. Ltd, New Delhi) 

7) Effective Business Communication - M V Rodrigues (Concept Publishing House) 

8) Business Communication and Report Writing - R P Sharma and 

Krishna Mohan (Tata McGraw Hill2002) 

9) Contemporary Business Communication - Scot Ober (Biztantra) 

10) Communication Skills – Sanjay Kumar & Pushp Lata (OUP) 

11) Research Methodology Methods and Techniques C R Kothari (New Age 

International Publishers) 

12) Communication for Business: A Practical Approach Shirley Taylor (Pearson 

Education) 

13) Contemporary Short Stories Ed. L. A. Hill (Oxford University Press) 
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Sr. No.  On-Line Resources available that can be used as Reference Material 

1) SWAYAM MOOC - Communication Skills 

https://onlinecourses.swayam2.ac.in/e-learning/preview/cec26_hs64  

2) SWAYAM MOOC - Speaking Skills 

https://onlinecourses.swayam2.ac.in/e-learning/preview/imb26_mg128  

3) https://youtu.be/0bLzI87APWM?si=tn-RlqaDS7nwBpJA  

4) https://youtu.be/eIho2S0ZahI?si=IMdpuKCT3w4VpFAf  

5) https://youtu.be/MT2q1YKZQPE?si=x0vIg7s-OAIFm6Iu  

6) https://youtu.be/yoD8RMq2OkU?si=HDLCD2cx8fUhITG4 

7) https://youtu.be/XPh7TjVTCso?si=ED_f0PJ51fBrdao-  
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