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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:

- ldentify 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" 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, | 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

1. Class Participation (attendant 3%, moral 3%, 10%
activities 4%)

2. Quizzes 10%
3. Group Discussion; Group Assignment 15%
4. Group Presentation 15%
5. Mid-term Test 20%
6. Final Examination 30%

Contents

Weekl | 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?
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Week5

Making effective Presentation.

Avoiding misunderstanding in communication.

week6

Review lesson

Final Exam
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- 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™ Ed).
The McGraw- Hill Companies, Inc.: New York

- Adair, J. (2002). The Effective Communicator.
Jaico Publishing House: Mumbai
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