
Course Title: Managerial Communication

Course Code : 17BA1T4 External Marks : 60
Core / Elective : Core Internal Marks : 40
Credits : 3 Contact Periods : 3
Year/Semester : I year/I semester Tutorial Periods : 2

Course Objectives

1. To develop competence in oral, written, and visual communication.
2. To improve understanding of opportunities in the field of communication.
3. To equip with current technology related to the communication field.
4. To enhance effectiveness of cross cultural communication.

Course Outcomes

Students shall be able to:
1. Define the role and process of business communication.
2. Compare and differentiate between formal and informal communication.
3. Take part in and manage interpersonal communication.
4. Make use of the techniques of effective communication in letter and report preparation.
5. Utilize communication skills effectively in presentations and interviews

Unit 1 - Role of Communication in Business: Objective of Communication – The Process of  
Human Communication – Media of Communication - Written Communication - Oral     
Communication - Visual Communication - Audio Visual Communication – Silence –     
Developing Listening Skills – Improving Non-verbal communication skills – Cross 
Cultural Communication – problems and challenges.

Unit2 - Managing Organization Communication: Formal and Informal Communication - 
Intrapersonal Communication – Models for Inter Personal Communication - Exchange 
Theory.

Unit 3 - Managing Interpersonal Communication: Inter-Personal communication – Role of 
Emotion in Inter Personal Communication – Communication Styles – Barriers to 
Communication – Gateways to Effective Interpersonal Communication.

Unit 4 - Business Writing Skills: Significance of Business Correspondence - Essentials of 
Effective Business Correspondence - Business Letter and Forms - Meeting - Telephone 
Communication – Use of Technology in Business Communication. Report Writing – 
Meaning and Significance: Structure of Reports - Negative, Persuasive and Special 
Reporting: Informal Report – Proposals- Formal Reports.



Unit 5 - Presentation skills – Techniques of Presentation – Types of Presentation – Video 
Conferencing and formats – Interview – formal and informal – Interview techniques –
Communication etiquettes.

Case Study: Compulsory. Relevant cases have to be discussed in each unit.
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