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2022-23 Academic Year
Department of English
MMNSS College, Kottiyam

A , ‘
dd 0“ COUVSL - No oflnstructlonal Hours 30 hrs -

Name ot the Course Business Englis Coursc Code: EN-, BS

.(-‘IQ-'O,I"_d_lnator-. Dr.Meera.K.G, Total Students Enrolled: 50 ‘

| ABOUT IHE COURSE: The Business English course is desngned to |)repalt e
students 10 use English in a present or future work situation. Students will* R s
cln,d

: dcvelop I ngllsh skills with a focus on business contexts and envuonmmts
rld. I'his

' - i
. they will learn vocabulary that is used regularly in the business wo
‘course will help practice and enrich communication skills by using ]:ng,hsh in

specmc busmess settings and 51tuat10ns

" ‘COURSE OBJECTIVES
5 By ihe en'.d' of "t‘he‘course, we hope that students will be able to:

" '-'DeVelop‘ b'asic skills to deal with people in business situations
, Inc:edse (hen knowledge of key business concepts worldwide
s W (te and read basic business reports faxes, and memos

' Expand vocabulary related to general busmess situations

Develop confidence to deal with people and basic issues in the busmesa world.

The main objectives of the course “Business Engllsh are to master varfous
langjuagc

‘social dnd busmess skills

LEARNING OUTCOMES

. Learning outcomes upon finishing the course:




L«:ammo
()UlC n
Co OMes upon ﬁnlshmg> lhe course:

Know:

S ddvanced business vocabulary;
. ‘ I b

R "ESSenf' e . .
¢ 1al eCOnOmlc and business information;

. how t '
; ou
} se language skills to get necessary information from varnous <.ou| ces;

‘- basm lLbL'll‘Ch skills;

{770 Beable:
S to commumuate efficiently with other people and understand social roles ol
e othu "

pamclpanis; '

-0 use mode1 n technologies and devices to solve communicational prablems;

- 10 use bUSmess vocabulary approprlatel), | AR ALY

i L to dlSCleS and respond to the issues in the articles;

- to use business skills (giving presentations, negotiating, telephonmg, ylvm;,

teleconferences etc.);

-tor lead and understand messages, letters, etc. and to respond appropri:]tély:
-10 make summaly,

-10 u%ed ch1cal and grammatical resources.

Develop skllls.

= busmess commumcatlon SklllS

= dlfferent language skills useful in busmess commumcatlon (llqtemng, ro

; | 'speakmgp),..

- social and cultural differences. PRI )
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SYLLABUS

Umt 1 Plrst Impressions |
LISTLNING AND DISCUSSION - first impressions in presentatlons o
READIN(_J AND LANGUAGE — how to make first good impression,
networking and socializing,
leadlm> ) the text “It’s not what you know”, learning networking strateg,l( S
BUSINL\S SKILLS — networking, working in pairs, working out strategies and -
behavioural
model for different cultures
, WRIT]NG - formal and informal register, learning how to write a fOFmﬁ"' e-mail
(structure.and - :
' useful language) _
CASE STUDY — “Movers and Shakers”, holding a meeting and writing a .'
fdn_nal invitation,
networking with future business partners, promoting your ideas, wri.ling a
formal letter.
Unit 2 -Training
- LISTENING AND DISCUSSION — Apprenticeships, types, history, present
situation, options,
: completing the summary.

" RE ADIN(J AND LANGUAGE - reading the text “Training leaders to'¢ onnect

. the dots”

~ learning new methods of sharing information, stuff training, ablllty to share and
d:scuss ‘

unpoﬂantissues.

BUSINESS SKILLS - clarifying and confirming, making telephone calls
formal and informal

style, various techniques for confirming, checking and correcting inforim:
role-playing a call.




WRITING - formal and inform

al re - ; .
(structure and arregister, leaming how to write a formal e-mail

useful 1anguage)
CASE STUDY - Training at

“Carter and Randal|” discussing traini
, aining
programs, finding the : .

best we
Way 1o train stuff, clarifying and confirming information, devising a
suitable tr aining

pr‘ogrgm, writing a formal letter.

Unit 3 Energy

LISTENING AND DISCUSSION - clean energy, discussing types of energy,
advantages and

disqdvam'uges

READING AND LANGUAGE - readmg the text “The danger of losing touch
with reality”,

discussing modern and future energy problems.

BUSINESS SKILLS - decision making, decision making meeting skills,
discussing types of

meeting, s'harir'\g experiences, 7
WRITING - layout and structure of reports, language and structure.

CASE STUDY - Energy saving at “Tumalet Software”, developing energy
saving strategies,

reducjng energy consuming writing a report.
Unit 4 Marketing

* LISTENING AND DISCUSSION - customer relationship management,
marketing methods,

customer—centric market, methods of retaining customers.

| READIN(J AND LANGUAGE - reading the text “Is the customer always rig
Yes, she is”,

strategies for working with customers

BUSINESS SKILLS - making an impact in

/-.-,-i
wrartrent of English
Mx\.moo Coliege, Kottiyam
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MMNSS COLLEGE KOTT] YAM

DEPARTMENT OF ENGLISH

‘ | ADD ON COURSE-EXAM

BUSINESS ENGL]SH( EN-BS) NOVEMBER 26, 2022
Total Marks: 40 Time: 1.5 hrs
I, Ans.\\'cr all qv.lwstions

1. In which company Sudha Murthy started her carcer

2. The greater than $ign is used in Emails geesmeeeeeen-.. someone else’s message

3. Expand FY] i Emails

4. Fortune magazine has listed - among the 12 greatest entrepreneurs of our times

5. A good report does not mix facts Withes--—-- of the report writer (5x1=5)

1L Auswer any four in a short paragraph not exceeding 50 words
6. Wha(‘ are the different stages of a report writing?

1 Wha(\ are the different blocks of a Busines letter?

8 Explain the phrns‘; * den of Comparisons” invCuIati's article
9 ‘Dn‘scribc tlI;' right body language for an interview

10 What are the features of a good covering letter

11 What are Narayana murthy’s views on wealth? (4x2=8)

111, Answer any threel, in a paragraph not exceeding 100 words
12. What are the admirable traits of JRD Tata’s character?
13. How does facebook affect the life of a teenager?

13. Explain the importance of Business note making

14 Asa Commerce stude

nt, Prepare an Email to a Financial service company, requesting an internship opportunity

15, Write the agenda of a meeling convened by tie secretary of Arts Club to conduct Arts festival of the College

(3n4=12)
IV. Answer any one, each in about 300 words

16. Write an essay on Sudha Murthy’s experiences with TATA Group

17. Prepare a resume along with a Covering letter for the post of an accountant in a leading multinational company

18. Write an Essay on the various means of business Correspondence (1x15=15)



Add on Course — Business English( EN-BS) - A Brief Report

During the academic year 2022
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