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· SY.LLABUS 

u·n~t 1 ·-•\rst· l'mpressions 

_LIS.:E~INO AND DISCUSSION - first impressions in presentations 

• • REA.DIN(_} A.ND LANGUAGE - ·how to make first good impression, 
··.;·. 

. _net~ork ing and socializing, 
' . 

·.·. 1:eading th·~ text ''It's not what you know", learning networking strategies 

• BU:Sl.NESS SKILLS - networking, working in pairs, working out strategies and 

behavioural 
' 

model for diff~rent cultures 

.• WRITiNG - formal and informal register, learning how to write a form_nl_ ~-mai! 
. . 

( stn1cture .. and : 

usefu_l languag~) 

·CASE .STUDY - "Movers and Shakers", holding a meeting and writin~ a:.· . ' .. 

formal inv.itati9n, 
•' ' 

networking with future business partners, promoting your ideas, writing a 
. ' . . 

fonnal let't.er. • 
. ' . 
' ' 

. ,. .. 

. , 
I• • 
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Unit 2 • Train•fog 
. . :_ ...... 

, . 

LJS.TENI°NG AND DISCUSSION -Apprenticeships, types, history, present 
• j . • 

situation, opt10ns, 
. . . 

· completing the: summary . 

. ' -. ,_ 

RE!\DiNC] A~D LANGUAGE- reading-the text "Training leaders to·connect • . : . : • 
I 

the dots!' · , ' , 

·1epming,n_ew ·methods of sharing information, stuff training, ability to shu·r~ and 
disc·uss·· • · • • 

important)ssues. . ... 

. ffU~fNES_S_ S_~ILLS - clarifying and confirming, making telephone calls,. 
.formal arid informal • • • 

style,;va_ri?us techniques for confirming, checking and correcting inform 
role-playing a tall. 
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WRITING • formal and informal . . . 
(structure. and tegtSter, learning how to write a fonrnil e-mail 

useful \anguag~) 

CASE STUDY. - Trainin t He 

• . . g a arter and Randall", discussing training 
prog1 ams\ ti nd mg the 

be~t ~ay lo tra~n stuff, clarifying and confirming information, devising u 
suitable training • 

P1:O&r~m, writi1,1g a formal letter. 
•' ' 

·U~it 3 Et\.~rgy 

LISTENING AND DISCUSSION - clean energy, discussing types of energy, 
adv'antages and 

dis~dvanfoges. 

READING AND LANGUAGE - reading the text "The danger of losing !ouch 
with reality", • 

discussing modern and future energy problems. 
; ' 

BUSINESS SKILLS - decision making, decision making meeting _skill~, 
discussing types of 

' ' 

me~iing, sharing experiences, 

WR.ITIN(} - 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. 

Un~t 4 M,Jrketing 

LISTENING AND DISCUSSION - customer relationship management, 
marketing methods, 

customer-centric market, methods of retaining customers. 

READING AND LANGUAGE - reading the text "Is the customer alw,.Lys.ri , t~,o~,. 
Yi • h • " ~~. 

es, s e 1s., • • • t1//J.· :,f.fJ~)·'.,r 
strategies for working with customers : { f · ·~ 
BUSINE~S SKILLS - making an impact in 0111.~at , us~ful vocabul" :tf.t.t:,. 

·le-~d 
n .. ,11i.n'ent of English 
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MMNSS COLLEGE KOTTIYAM 

DEPARTMENT OF ENGLISH 
ADD ON COURSE-EXAM 

BUSINESS ENGLISH( EN-BS) NOVEMBER 26, 2022 
Total' Marks: 40 

Time: 1.5 hr, 

-:· .· 

~·. . . 

I. Ans~,·cr all.411cstioo·s 
' 

1. ln whkh comp:my· Sud ha Murthy started her career 

2. The grc·,\er than s· • . d • i;- • , . • • 1gn 1s use m c,ma1ls to---------- someone else's message 

3. Exp'and FYI in E
0

mails 

4. • F_ortunc n~:ij!.azine has listed----- among the 12 greatest entrepreneurs of our times 

5. A good report does not mix facts with------- of the report writer 

ll. Answer an)'. four in a short paragraph not exceeding 50 words 

6. What are the different stages of a report writing? 

7 What arc the different blocks of a Busincs letter? 

8 Explain the phras~" den of Comparisons" in Culati's article 

9 Dl'Scribl· the right body language for an interview 

l O What ar~ the features of a good covering letter 

11 \\'hat arc Narai•ana murthy's views on wealth'! I 

Ill. A~s,~er any three, in a paragraph not exceeding 100 words 

12. What arc tli°e admirable traits of JllD Tata's character'! 

13. Hiiw docs facebool_, affect the life of a teenager? 

13. Explain the importance of Business note making 

(5xl= 5) 

(4x2=8) 

14 As' a _Commerce student, Prepare an Email to a Financial service company, requesting an internship opportunity 
15. Write the agenda of a mci:!~iug convened by the secretary of Arts Cluh to conduct Arts festival of th(· Colkgl' 

(.h-'=: 12) 

JV. A1,1swcr any one, each in about 300 words 

16. Wrik an essay on Sudha Murthy's experiences with TATA Group 

· •.. · 17. Prepare a resume along with a Covering letter for the post qf an accountant in a leading multinational rnmpany ·, 
18. Write an Essay on the various means of business Correspondence ( lx 15=15) 

' ... -



Add on Course - Business E.ng\ishl EN-BS) - A Brief Report During the academic year 2022-23 , an add on course on Business Eng\ish was sponsored to the Second 

-Year BA E.ng\ish students. ,his course has been conducted free ot cost to the students. The course aims 

to deve\op E.ng\ish \anguage s\<.i\\s that are usefu\ in an office or other business environments. By 
attendit;'g this course and understanding the communication ski\\s needed in the workplace, students 

can gain the confidence to bui\d strong re\ationships with their co\\eagues and clients. The course 

commenced on October 1, 2023 and concluded on 19 November 2023. "Three dedicated faculty took the 

classes in their schedu\ed time between 9.30 am to 3.30 pm on Saturdays. 50 students enrolled 
themse\ves to dVai\ the cuurse out of which, a\\ of them completed their course successfully after 
comp\eting the end course examination. Dr. Meera. K.G was the course Co-ordinator. The efforts of the 

Department to give such add-on qua\ifications and skills to the students besides their fixed University 

Academic Courses, is hereby appreciated an'd look forward to rendering our services to our young, 

animated and potentia\ minds, ensuring that our collective efforts in upholding the central holistic 

obiective of our education system is accomp\ished. 

~ 
l)r · ~ · K • G, 
• ~~ _ Grt-~~ • 

~ M.M. N.S.S. C01-LEGE KOTTlYAiv\ 

D ead . ep ne t ~l\r,Nss Co17~ of English ge, Kottiyan1 
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