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NAIPUNNYA INSTITUTE OF MANAGEMENT AI\D INFORMATION TECHNOLOGY,

PONGAM, KORATTY EAST

No: NLA/AOP rc52022-23 Date: 12-09-2022 i

Circular

The Add-on Program NLA lAOPg5 lusiness English Expertise for the students of 1

Semester BBA will commence from 19109-2022.

Add on Course Code

Name of the Add on Course

Name of the provider

Venue:

NLA 1AOPO5

Business English Expertise

PG Department of trnglish

Class rooms

All students are expected to participate in the Add-on program without fail.

Fr. Dr. Paulachan

Principal
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REPORT ON THE AT}t} 01\[ COTJRSE OFFEREI} BY THE

PG DEPARTMEIYT OF ENGLISH

BUSINtrSS EI{GLISH EXPERTISE

Add-on programs are extra courses or activities that help students leam more skills and knowledge,

making them better at their jobs. These programmes increase the chances of getting a job and a lucrative

career. Along with improving the professional skills and knowledge, the confidence gets boosted and it

reflects in the personality. The additional courses will enhance the students' portfolios and help them gain

the appropriate skills needed to start working soon or freelancing after graduating. Keeping this in mind,

a Business skill Expertise course (NLA 1AOP05) was offered to the students of I Semester BBA this

academic year (2022-23).The sessions were held offline in the respective class rooms from 19th September

-19e October. Theory and Practical sessions were held on the four basic skills of communication: Reading,

Writing, Listening and Speaking. The course proved to be very informative and useful for the students.
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Prepared by, Verified by, Approved

(Principal)

)
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(Asst.Professor) (HOI),PG Dpt of English)
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Svllabus

Code- (F{LA 1AOP05) BIJSINESS ENGLISH EXPERTISE
hlo. of sessions: 30

Eligibility: Plus 2f Grade 12

Course Ohjectives

1. The course aims to help students master the principles of effective business cofllmunication, including

written, spoken, and non-verbal communication.

2. This course will expand students'business vocabulary and familiarize them with business

communication essentials.

3. IJnderstanding the cultural nuances of business comrnunication in a globalized world.

4. The course will provide students to enhance business writing skills.

Course Outcomes

COl: Students will be able to communicate effectively in a professional business environment.

CO2: Students will be of the course will demonstrate proficiency in composing professional business

documents, including emails, reports, and proposals, using clear and concise language.

CO3: Students will be sensitive to cultural nuances, fostering better global business relationships.

CO4: Students will be proficient in the art of negotiation and persuasion, possessing the skills to advocate

for their interests and reach mutually beneficial agreements.
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COTJRSE DESCruPTION
A. COIJRSE SIJh{MARY:
Vlodule 1: 5 hrs

Module 2: 5 hrs

Atldon course A2-23
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It'rladule 3: 10 hrs

Module 4: 10 hrs

Total: 30 hrs

COTJRSE DtrTAILS:

'l . ilWmdute 'l : ffiusfiffie$$ fiomrnffiffificatfisrn ffissent$af;s

. Effective business writing: emails, memos, and reports
o Professional telephone etiquette
o Business vocabulary and jargon
. Business presentation skills

Nesotiation and Business MleetinEs

' Vocabulary for negotiations and agreements
r Business meeting etiquette and pnotocols
c Conducting effective business meetings
. Cross-cultural communication in business

Ie 3: Business and Documents

Business letters and formal correspondence
Creating business proposals and business plans

Writing resumes and cover letters
Legal and firrancial documents

Reference Books

1. "Business Vocabulary in fJse" by Bill Mascull

2. "Effective Business Communication" by Herta A. Murphy and Herbert W. Hildebrandt

Addon course 22-23
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Add-on Time Table

Busimess Engtrish Expertise

Monday - 8: 15 a.m. -9: 15 a. m.

CIass Faculty

I Sem
BBA Ms. Vandana Martin

Tuesday- 8: 15 a .rr. - 9: 15 a. rn.

CIass Faculfy

tr Sem
BBA Ms. Vandana, Martin

w r 8: l5a -9:1.rI1.

Thur$d&lt- 8: 15 a.m. - 9: 15 a. m,

CIass Faculty

I Sem
BBA

Ms. Yandana Martin

Friday- 8: 15 a.rn. -9: 15 a. m.

CIass Faculty

I Sem
BBA Ms. Yandana Martin

Addon cou$e 22-23
Pongom, Korotty Eosl, Thrlsrur Dlshlct, Kerolo Stote, lndlo. Pin-680308.
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Add on course Feedback form

hlLA 1AOP-05 Business English Expertise 2022-23

Name : G>op\\(c. ?sytqc$VeLn Programme: BE R

1. How has the course helped you to improve your communication skills?

5:L L..s.tped. rrr€- Fo.u bri\ak5 er\\.6crsA\Ue-
LJ

Se-r\tq6re|

2. Were the instructional materials useful to you?

$es ,' +ha7 (JeNe- .-5 nn etej\tqLs Pos
o\ En13lSx $rscr.tonncrr

3' Do you think the course wil herp you to develop professionalry?

U €S. \ \^Y Sor e- (}$ i n0s:ov..,n*r*to\^S

hou..s o S' e- e-c.\ c+a- c -q3\su
4' Has it helped you to solidify the conceprs of English gramm ar?

5 e* , 3q,^u\nce- <-or\athrLL+tun \s
o.F\ €-x t \,\L C-.tug5

5. Rate your overalr experience of the course.

%.s

6. Suggestions, if any

I oo"$. P*\)\c{rr\ Na 6$J r-:,bi0t;^S

e\g

c. s\ft \e+t"s
I

qkro\^+

Pas+qssfevr

.3 \r,nF\a_ Ecn r\e_



Add on course Feedback form

" NLA 1AOP-05 Business Engtish Expertise 2022-23

Name ,&xr,*iAy ?'s Programme: Effi A

1. How has the oourse helped you to improve your co(nmunication skills?

gl^*- (ogt,ba k-rl-pul ft^tr ,bf fi*"..plorfL--

^1 L^^t-1tr
2. Were the instructional materials useful to you?

':l u, ik ilJav3 {t-h>) .*go, rv\ ^hVu 
$A'k//i''L

3. Do you think the course will help you to develop professionally?

\2a,, L.h iluza-sa. $ ,Con$t,d,ettLt -L,t-tlpl'

4. Has it helped you to solidiry the concepts of English grammafl

Yta

5. Rate your overall experience of the course.

q6ito

Suggestions, if any6.



Add on course Feedback form

NLA 1AOP-05 Business E'nglish Expertise 2022-23

Name : S\Srrotr\ rt t.\.Sclr\ Programme: BgQ

1. How has the course helped you to improve your communication skills?

\\ \e\ snt- \o \Y\lJ*r.es\a* \r'5 Qes,:oodr\1

2. Were the instructional materials useful to you?

\€sl \\ \rtq

3. Do you think the course will help you to develop professionally?

4. Has it helped you to solidiry the concepts of English gramm ar?

\es , \ \eass,e\ Ss'|c{s.*tnqs\ eQQ**\tt,41:

5. Rate your overall experience of the course.

-1' ,5

6. Suggestions, ifany

*Trrg geuc."rL u)\ 5*c \

1|o



Name: W/2
1. How has the course helped you to improve your oommunication skills?

/r' bL Y '4*ffi -ffi e{YL'{" t e-\-

2. Were the instructional materials useful to you?

tu

Add on course Feedback form

NLA 1AOP-Q5 Business Engtish Expertis e 2022-/3

d9M

3. Do you think the course will help you to develop professionally?

*trd-- .Ov)

4. Has it helped you to solidify the concepts of English grammar?

fl" A* Cr-PM L/ildL

5. Rate your overall experience of the course.

Programme: @h'n

w
6. Suggestions, if any

tu ,OI M

Mryry
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Add on course Feedback form

I\LA IAOP-OS Business English Bxpertise 2022-23

Name : r+nl erlq Rarno" k nT b n a r) Programme: BBa

1. How has the course helped you to improve your communication skills?

tl he/pt fu /rrtVro re ,Y an7lr's l^- (artguafle

2. Were the instructional materials useful to you?

\J
YC,s

3. Do you think the course will help you to develop professionally?

Ye.9 ,

4. Has it helped you to solidify the concepts of English grammar?

5. Rate tr;":,I experience of the course-

{/oJ

6. Suggestions, if arry
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