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	Teaching Scheme
	Evaluation Scheme

	
Lecture (Hours per week)
	
Practical (Hours per week)
	Tutori al (Hours
per week)
	
Credit
	Continuous Assessment (CA) (Marks - 20)
	Semester End Examinations (SEE) (Marks- 30
in Question Paper)

	2
	-
	-
	2
	20
	30

	Outline of Syllabus: (per session plan)

	Module
	Description
	No of Hours

	1
	Interviews and Group Discussions 
	05

	2
	Meetings
	03

	3
	Business Correspondence 
	05

	4
	Reading Skills
	02

	
5
	Activity based learning
Group discussions
Mock interviews
Exercises in Reading skills
	15 Hours

	
	Total
	30 Hours

	
	The course will be taught through theory and case studies
	

	Module
	Topic
	No. of Hours/Credits

	Module 1
	Interviews: 
Planning and Preparing for a Selection Interview
Group Discussions:
Types of GD, Process, Evaluation, Mistakes to avoid in a Group Discussion.
	05 hours


	Module        2
	Meetings: 
Need  and  Importance  of  Meetings,  Types  of Meetings,  Conduct  of  Meeting/  Role  of  the Chairperson, Role of the Participants. Drafting  of  Notice and Agenda  
	03 hours


	Module        3
	E-mail writing: 
Letters of Inquiry, Letters of Complaints, Claims, Adjustments, Consumer Grievance Letters
	 05 hours

	Module        4
	Reading Skills
Reading with fluency and speed
Skimming and scanning
Identifying relevant information
	02 hours


	Module        5
	Activity based learning
Group discussions
Mock interviews
Exercises in Reading skills
	15 hours
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Evaluation Pattern

The performance of the learner will be evaluated for 50 marks in two components. The first component will be a Continuous Assessment with a weightage of 40% of total marks per course. The second component will be a Semester end Examination with a weightage of 60% of the total marks per course. The allocation of marks for the Continuous Assessment and Semester end Examinations is as shown below:



a). Details of Continuous Assessment (CA)
40% of the total marks per course:
	Continuous Assessment
	Details
	Marks

	Component 1 (CA-1)
	Class Test (MCQ)
Mean score of two class tests of 10 marks
	10

	Component 2 (CA-2)
	Group Discussions 
	10


b). Details of Semester End Examination
60% of the total marks per course. Duration of examination will be of one hour.

	Question Number
	Description
	Total Marks

	Q1
	Essay type  (Any 1 out of 2)	
	10

	Q2
	Drafting of Trade Letters (Any 2 out of 3)
· Letter of Inquiry 
· Letter complaint/claim/Adjustment
· Consumer Grievance Redressal letter 
	
10

	
Q3
	
A. Case Study 
B. Drafting of Notice and Agenda of meetings
	
10(5+5)



	
	Total Marks
	30








