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Syllabus 
for
B. Voc. Part I
Business Communication 
 Under NEP 2020
Syllabus with effect from June, 2024
(Subject to modifications in the future)  
To be implemented from 2024-2025



B. Voc. Part I
Paper I: Business Communication 
Semester I
Course Outcomes: 
On completion of the course, students will be able to: 
CO1: Understand basics of communication skills.
CO2: Write and speak grammatically correct.
CO3: Prepare well for Interview.
CO4: Perform well during the interview.

	Module No
	Units
	Teaching Hour
	Credits

	Module I
	Basic English for Business Communication
Parts of Speech
Elements of Sentence
Tenses
Vocabulary
	15
	1

	Module II
	Communication during Recruitment
Job Application
Resume Writing
Interview Techniques
Most probably asked questions in interview 
	15
	1



Division of Teaching: 2 Modules X 15 Periods= 30 Periods 
Evaluation
	Semester 
	Theory/
semester-end exam
	Practical/Internal Evaluation
	Credits

	I & II
	 40 marks
	10 marks
	2



Pattern of Question Paper  (Semester I)                                                      Total Marks 15

	Q. No
	Type of Question
	Based on
	Marks

	Q.1.
	Multiple Choice questions.
	Module I
	10

	Q.2.
	Write Job Application.
	Module II
	10

	Q.3.
	Write a resume.
	Module II
	10

	Q.4.
	Write short notes. (Any two)
	Module II
	10





Paper II: Business Communication 
Semester II
Course Outcomes: 
On completion of the course, students will be able to: 
CO1: Use language skills to communicate well.
CO2: Participate and perform well in group discussions.
CO3: Draft business letters.
CO4: Describe products and prepare advertisements.

	Module No
	Units
	Teaching Hour
	Credits

	Module III
	Group Discussion
Initiating a Discussion
Eliciting Opinions, Views, etc.
Expressing Agreement/ Disagreement
Making Suggestions
Accepting and Declining Suggestions
Summing up, elicit

	15
	1

	Module IV
	Business Correspondence and Marketing
Inviting Quotations
Placing Orders, Complaining
Describing Products and writing advertisements 

	15
	1



[bookmark: _GoBack]Pattern of Question Paper (Semester II)                                                      Total Marks 15

	Q. No
	Type of Question
	Based on
	Marks

	Q.1.
	Fill in the Blanks. (Group Discussion)
	Module III
	10

	Q.2.
	Write a business letter. (Business Letters)
	Module IV
	10

	Q.3.
	Describe a Product. 
	Module IV
	10

	Q.4.
	Write an advertise.
	Module IV
	10
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