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HU 109 (3 Credits): Communication Skills 
 
 

 

Subject Concept and Objective 
 

This course is designed concerning with issues in communication skills, to facilitate the knowledge and 

experiences to all the students. It shapes the confidence of students who wish to get in contact with people 

around them or involve into the social community. 

 

The unit is a combined (practical & theoretical) guide to a key aspect of effective communication. Poor 

communication can cause all kinds of problems in the world society, to you and it may isolate you from the 

rest of everyone. 

 

For the students to: 

 

- Identify the communication process. 

- Identify the effective communication. 

- Use the communication skills to avoid and to solve conflicts 

- Use the communication skill to make winning presentations. 

- Communicate on the job. 
 
 

Course Requirements   

Materials:   
- Older man, M. R. (1997). Business Communication. A Simon & Schuster 

 Macmillan Company & W. R. Goyal Publisher: New York 

 

-     Gamble, K. T. & Gamble, M. (1996). Communication Works (5
th

 Ed). 

 The McGraw- Hill Companies, Inc.: New York 

 

- Adair, J. (2002). The Effective Communicator. 

Jaico Publishing House: Mumbai.    
 

Students are expected to complete assigned readings prior to their discussion in class.  The class 

schedule and a list of the assigned readings follow the grading policy. 
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Supplementary Materials: Other Communication books are recommended to read 
but not required for this course. 
Readings:   
All students are expected to read the assigned chapters in the text or any material before class. The class 

schedule and a list of the assigned readings follow the grading policy. As the semester progresses, I will 

supplement more handouts that are to be read prior to every class or discussion. If you miss class some 

interesting things may also slip away. Students also have to read and research for their homework or 

assignments.  Plan yourself and time carefully from the very beginning of the course before you countering 

read shocks or frightening.  

 

Contact hours and teaching methods:   
- HU109 course is full time and normally consists of 16 contact hours taking the form of lectures and 

tutorial classes to work through lecture note,  problem sets, case studies, presentation and/or discuss 

seminar papers. 

 

Grading Policy 

 

 

 

Contents 

 

Week1 Communication: What is it?  

The importance of communication. 

Week2  

The Communication Process.  

Models of Communication 

Week3  

Face to face communication. 

Taking a look at your Audience. 

Week4 How to write a good letter? 

Report writing, what is it? 

1. Class Participation (attendant 3%, moral 3%, 

activities 4%) 

10% 

2. Quizzes 10% 

3. Group Discussion; Group Assignment 15% 

4. Group Presentation 15% 

5. Mid-term Test 20% 

6. Final Examination 30% 
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Week5 Making effective Presentation. 

Avoiding misunderstanding in communication. 

week6 Review lesson 

 Final Exam 
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HU 109 (1 eRkDIt): sil,³énkarTMTak;TMng 

 

TsSn³ nigeKalbMNgrbs;muxviC¢a 
 

muxviC¢aenH  RtUv)anrcnaeLIg  sMrab;pþl;CaKMnitRTwHsþI  cMeNHdwgCak;EsþgCabTBiesaFn_dl;nisSitRKb;mhaviTüal½yTaMg 

Gs;  edIm,Ipþl;eGayBYkeKTaMgenaH  mancMeNHdwg  nigPaBeCOCak;eTAelICMnajkñúgkarR)aRs½yTak;TgCamYy  nigGñkenA 

CMuvigxøÜnrbs;BYkeK. 
 

vanwgbgðajRTw³sþI  nigTidæPaBCak;Esþg  GMBIGVIEdlCaTMnak;TMngd¾manRbsid§PaB. kMesayénkarTMnak;TMngGacbNþal[ 

ekItmanbBaðacMeBaHxøÜnGñk RBmTaMgGacb:HBal;dl;kargar rbs;Gñk nigGacrujRcanGñkeGayXøatq¶ayBIGñkpgTaMgBYg. 

karEdlGñkminGacTTYlnUvkarENnaM  b¤minbgðajnUvTMnak;TMngNamYy[eBjeljenaH  RbFanrbs;GñkRbEhlCaKitfa 

Gñkminman smtßPaBRKb;RKan;sMab;TTYlkargarenH. 

 

sil,³énkarTMnak;TMngKWCamuxviC¢aEdlKYrEtRtUv)ansikSaedaynisSitRKb; mhaviTüal½y TaMgGs;. 

bnÞab;BI)ansikSamuxviC¢aenHrYcGñkcUlrYmTaMgGs;KYrEt)anyl;dwgnUv ³ 
 

-   karTMnak;TMngrvagmnusSnigmnusS. TMnak;TMngmanRsiT§iPaBrvagGñkrYm kargar b¤GñkeRkam bgÁab; 

-   kareRbIviFIsaRsþTMnak;TMngedIm,IeCosvag nigedaHRsaybBaða 

-   kareRbIR)as;viFIsaRsþTMnak;TMngd¾manRbsiT§PaBkñúgeBlCUbRbCMukargarepSg² 

-   nig eFVI[manRbsiT§PaBnUvkarbgðajCa Presentation 

tMrUvkarrbs;muxviC¢a  
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-   Éksar ³   esovePAEdltMrUvsMrab;karsikSakñúgfñak;enHKW  

- Older man, M. R. (1997). Business Communication. A Simon & Schuster 

 Macmillan Company & W. R. Goyal Publisher: New York 

 

-     Gamble, K. T. & Gamble, M. (1996). Communication Works (5
th

 Ed). 

 The McGraw- Hill Companies, Inc.: New York 

 

- Adair, J. (2002). The Effective Communicator. 

 Jaico Publishing House: Mumbai  

esovePA TMnak;TMngd¾éTeTot KWKYrEtGanbEnßm EtmintMrUvcaM)ac;sMrab;fñak;enHeT. 

-  karGan ³  nisSitRtUvGanCamunnUvGtßbT b¤ emeronTaMgLayEdl)ankMNt; muneBlBiPakSa b¤ sikSakñúgfñak; . kalviPaK 

sMrab;emeron nig bBa¢IGtßbT emeronEdlRtUvGan KWmanbgðajCUnenAEpñkxageRkam.  enAeBlkarsikSakñúgqmasdMeNIrkar xJMúnwg 

EckCUnGtßbTbEnßmeTot EdlRtUvEtGanmuneBlcUleronkñúgfñak; b¤kic©BiPakSaTaMgLay. ebIGñkxkxanmin)ancUleronfñak;Na mYy 

enaHerOgr:avl¥²KYrcab;GarmµN_ k¾)at;bg;pgEdr. nisSitk¾RtUvGannigRsavRCavpgEdrsMrab;kic©karpÞH nigkic©RsavRCavEdl 

RKURbKl;eGay. cUrerobcMeBlevla nigEpnkareGay)anRtwmRtUvhµt;hµgsMrab;xøÜnGñkpÞal; taMgeBlcab;epþImdMbUgeTA edIm,IeCos 

vagkartk;søútnUvGVIEdlRtUvGanmaneRcInsMebImmuneBlRblg.  

 

em:agsikSa nig viFIsa®sþbeRgon ³  

- muxviC¢a HU109 RtUvbeRgonkñúglkçN³eBjem:ag ehIy man16em:agsikSa sMrab;fñak;nigfñak;BieRKaH BiPakSaelIbBaða 

cMgl;epSg² sMrab;kareronxøwmsaremeron edaHRsaybBaða cMlg;epSg² nig elIkcMeNaTbBaða viPaK BiPakSa pgEdr.  

karvaytMélkarsikSa 
 

-  BiPakSanigr)aykarN_tamRkum   15° 

-  kic©karRsavRCavCaRkum    15° 

- vtþman 3%, sIlFm 3 %, skmµPaB 4%  10° 

-  kic©karpÞal;xøÜn     10° 

-  karRblgBak;kNþalqmas    20° 

-  karRblgqmas     30° 

srub      100° 
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KMerag nigeBlevlasikSa 

 

-   s)aþh’ 1³ GIVCakarTMnak;TMng nig sar³sMxan;rbs;va 

-   s)aþh’ 2³  dMeNIrkarTUeTAénkarR)aRs½yTak;Tg 

-   s)aþh’ 3³  karsMlwgemIleTAGñkEdlkMBugsaþb;eyIg 

-   s)aþh’ 4³   karTMnak;TMbngtamkarsresrsMbuRt 

-   s)aþh’ 5³  kareFIV eGaymanRbsiT§PaB nig karl;xusGMBIkarTak;Tg 

-   s)aþh’ 6³  rMlwkemeron 

 RblgbBa©b; 
 

 

 


