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UNIT I – COMMUNICATION 

1.1 Introduction, Meaning, Definition, Objectives and its 

importance: Print and Digital 

1.2 Types of Communication: Verbal, Non-verbal, Spoken 

and Written 

1.3 Barriers to Communication: Physical, Physiological, 

Psychological, Language and Cultural Barriers. 
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UNIT II – LANGUAGE SKILLS: LISTENING AND 

SPEAKING 

LISTENING SKILLS 

2.1 Effective Listening: Introduction 

2.1.1 Intensive & Extensive Types of Listening 

2.1.2 Hearing vs Listening 

2.1.3 Process of Listening: Receiving, Understanding, Evaluating, 

and Responding 

2.1.4 Listening Strategies: eye contact, paraphrasing, supportive 

body language, unspoken messages and attentive listening. 
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SPEAKING SKILLS 

2.2 Speech sounds and Phonetic Symbols: Consonants and Vowels 

2.3 Dialogues and Monologues 

2.4 Conversation Skills 

2.4.1 Types of Conversations: Formal & Informal 

2.4.2 Factors Influencing Conversations: Setting, Topic, Attitude & 

Language 

2.5 Basic Presentation Skills 

2.5.1 Coordinating, Organising and Making a Presentation 

2.6 Vocabulary Building and Situation-Specifics 
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UNIT III: LANGUAGE SKILLS: READING AND WRITING 

SKILLS 

READING SKILLS: 

3.1 Introduction 

3.2 Types of Reading: Loud Reading and Silent Reading 

3.3 Types of Silent Reading: Intensive and Extensive 

3.4 Reading Techniques: Skimming & Scanning 

3.5 Reading Comprehension: Unseen Passages 
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WRITING SKILLS 

3.6 Introduction to Writing: Print and Digital 

3.6.1 Written Composition 
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3.6.2 Passage Writing: Expansion of a Sentence; Short Passage and 

a Story-line, Pictorial 

Analysis 

3.6.3 Precis Writing 

3.6.4 Content Writing for Social Media: Reviews, Emails, 

Infographics, Press Releases, 

Marketing and Creating Memes 

3.7 Communication Practice: 

3.7.1 Business Writing 

Memoranda, Announcements, Circulars, Notices, Agenda, Minutes, 

Reports 

3.7.2 Formal Letters 

Writing Applications, Letters to the Editor, Letters lodging formal 

Complaint 

3.7.3 Informal Ways of Communication: WhatsApp, SMS, 

Messenger 
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