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BLOCK 1 

Business Communication 
1 

BLOCK 2  

Report writing and Technical Proposals 
73 

BLOCK 3  

Interview Methods 
139 

BLOCK 4   

Body Language 
205 

BLOCK 5  

Impact of Technological Advancements on Communication 
267 



Learning Map 

Course Credit- 4 

Content Course Credit Page No 

BLOCK 1 Business Communication 0.8 1 

Unit 1 Importance and Objectives of Business Communication 2 

Unit 2 Effective communication 33 

Unit 3 Forms of communication 55 

BLOCK 2  Report writing and Technical Proposals 0.8 73 

Unit 4 Types of Reports 77 

Unit 5 Technical Proposals 90 

Unit 6 Business Letters 101 

Unit 7 Official Correspondence 116 

BLOCK 3 Interview Methods 0.8 139 

Unit 8 Oral Presentations 143 

Unit 9 Group discussion 164 

Unit 10 Business Etiquette & Soft Skills 174 

Unit 11 Interviews Methods and Techniques 194 

BLOCK 4 Body Language 0.8 205 

Unit 12 Concept of Body Language 219 

Unit 13 Postures and Interpretation 243 

BLOCK 5 Impact of Technological Advancements on 

Communication 
0.8 267 

Unit 14 Internet, Blogs and E-mails communication 295 

Unit 15 Social media (Facebook, Instagram & WhatsApp) Communication 337 

 

 

Prior Learning 

The Learner should have fundamental understanding of Business management 

The Learner should have fundamental understanding of Mathematics and Computer Application 




