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MB 205: Written and Verbal Communication

MB 205

Course Name Written and Verbal Communication
L-T-P-C 3-0-0-3

Prerequisites Consent of Teacher

Intended for IMBA

Mutual Exclusion NA

Course Code

Approval

59th BoA (Apr 2025), in the Integrated MBA (IMBA) curriculum; 60th BoA (Jun 2025)

Preamble

Develop essential verbal and written communication skills for academic and professional success. The course
emphasizes clarity, confidence, and impactful communication, integrating Al tools and interactive pedagogy.

Course Modules

¢ Module 1: Introduction to Communication: (2 Hours)

1. Overview of Verbal Communication: Understanding course objectives and key communication skills.

Reflective journal on goals for the course.

2. Introduction to Listening Skills: Active listening fundamentals and barriers to effective listening.

¢ Module 2: Listening Skills: (2 Hours)

1. Note-making for Listening: Techniques and practice of concise note-making.
2. Vocabulary Building through Listening: Identifying and recording new words from audio sources.
3. Listening for Inference and Context: Understanding meaning through context and inference in listening.

¢ Module 3: Reading Skills: (4 Hours)

1. Active Reading Techniques: Skimming, scanning, and in-depth reading strategies.

2. Skimming and Scanning Practice: Speed and comprehension enhancement.

3. Annotating Texts for Comprehension: Extracting key information through annotation.
4. Vocabulary Building through Reading: Context-based vocabulary development.

Module 4: Grammar for Speaking: (4 Hours)

1. Introduction to Grammar for Speaking: Importance of grammar for verbal clarity.
2. Verb Tenses and Sentence Structure: Constructing grammatically correct sentences.
3. Subject-Verb Agreement: Mastering agreement for speech accuracy.

4. Pronunciation and Intonation: Enhancing verbal clarity and fluency.

Module 5: Self-Introduction Skills: (2 Hours)

1. Crafting a Strong Self-Introduction: Effective strategies for professional and personal settings.

2. Non-Verbal Communication in Self-Introduction: Role of body language and tone in presentations.

Module 6: Integrated and Advanced Skills: (4 Hours)

1. Combining Listening and Reading: Synthesis of information for coherent communication.

2. Advanced Vocabulary for Speaking: Application of high-level vocabulary in speech.

3. Complex Sentence Structures: Developing fluency with advanced grammar.

4. Paraphrasing and Summarizing Skills: Active listening techniques for concise expression.

5. Persuasion and Argumentation Skills: Techniques for persuasive and impactful communication.

Module 7: Writing Fundamentals: (4 Hours)

1. Introduction to Writing Skills: Basics of written communication and personal introductions.
2. Sentence Structure Mastery: Types and construction of sentences.

3. Paragraph Building: Structure: Topic sentences, supporting ideas, and conclusions.

4. Paragraph Cohesion and Transitions: Ensuring flow and connectivity in writing.
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¢ Module 8: Reasoning and Arguments in Writing: (3 Hours)
1. Structuring Arguments in Writing: Logical organization and argumentation.
2. Using Evidence to Support Arguments: Strengthening claims with relevant evidence.
3. Identifying Logical Fallacies: Avoiding common reasoning errors.
Module 9: Grammar and Style: (4 Hours)
1. Grammatical Structures for Writing: Essential grammar for clear writing.
2. Verb Tenses and Agreement: Consistency in tense usage.
3. Punctuation and Capitalization: Importance of accurate punctuation.
4. Word Choice and Writing Style: Enhancing expression through vocabulary.
Module 10: Academic and Professional Writing: (4 Hours)
1. Understanding and Avoiding Plagiarism: Ethical writing and originality.
2. Citing Sources Properly: Mastering citation styles and tools.
3. Writing Formal Emails: Professional email etiquette.
4. Writing Informal Emails: Crafting casual yet clear messages.
Module 11: Practical Writing Skills: (3 Hours)
1. Writing Job Applications and Cover Letters: Professional application techniques.
2. Writing Circulars and Notices: Formal communication formats.
3. Writing Reviews and Summaries: Analytical and concise review writing.
4. Free Writing and Reflection: Encouraging creativity and personal expression.
Module 12: Course Review and Final Integration: (3 Hours)
1. Review and Synthesis: Revisiting key learnings from the course.
2. Final Project Preparation: Showcasing verbal and written communication skills.
3. Final Presentation and Feedback: Demonstrating comprehensive improvement.

Laboratory Modules
NA

Text Books

1. The Art of Public Speaking by Dale Carnegie — A comprehensive guide for speaking skills and communication
strategies.

2. Effective Communication Skills for Professional Success by John A. Kline — A practical approach to improv-
ing verbal communication in professional settings.

3. Practical Writing Skills by John Doe

4. The Elements of Style by William Strunk Jr. and E.B. White — A classic on grammar and style.

References

1. Listening: The Forgotten Skill by Madelyn Burley-Allen — A book that delves into the techniques of active
listening.

2. Critical Thinking and Communication by Edward P. J. Corbett — Focuses on argumentation and persuasive
techniques.

3. On Writing Well by William Zinsser — Focuses on writing nonfiction with clarity and precision.

Digital Resources and Tools:

e Grammarly: For grammar and vocabulary building exercises.

* Duolingo or Babbel: For language learning and vocabulary enhancement.
TED Talks: To listen and analyze professional communication.

* Speechify: Al-driven tool for practicing pronunciation and intonation.

* Online resources on academic writing from platforms like Purdue OWL
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