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History and Evelution

¥YWab development cycle Web publishing
Wab contents

Dynamic Web confents

2, Languages and technologies for browsers 3 Counseling Sessions
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COURSE SYLLABUS

Semester o1

AECCo1 - AEC111: ENGLISH COMMUNICATION

PROGRAMME INFORMATION

SN|Deseription

Details

1 |University

Yashwantrao Chavan Maharashtra Open
University

Mashik - 422 222, Maharashtra, [ndia
Website: http://www.yemou.ac.in/

School of Architecture, Science and

£/ thaanol Technology

4 |Discipline Seience
Level G

5 [Course Used in Ve B.Sc

Desipned  for Full
6 [Compliance to these
UGC Documents:

(1) Instructional Template
{2} Templates of Svllabi for CBCS

COURSE INFORMATION

Sem| Code [Cowrse Name  |Credits|CAT(EEITM [TypelCategory

o1 LAt English

Communication

20 [Bojoo| T AECC

PRESUMED KNOWLEDGE AND LEARNING DBJECTIVES

Fresumed Knowledge

Learning Objectives

successfully completed:

For successful completion of this
course, student should have

awarded by any State Board of
Technical Education.

After suecessiul completion of this
feourse, student should be able to

¢ Communicate effectively in

% HSC (10+2) or equivalent English
from a recognized Board. OR & Think Criticallv
# 1043 Diploma {any stream ] & Perform better in Team

o

AEC111-CD1
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SYLLARUS FOR THEORY UNITS

U

Detailed Svllabus of the Unil

Credil

1-
LR}

Introduction: Theories of Communication, Types and
maodes of Communication

Language of Communication: Personal, Barriers and
Strategies, Intra Personal, Inter Personal and Group
Communication
Speaking Skills: Monologue, Dislogue, Group
DMiseussion, Effective Communication) Misz-
Communication

o1-

Understanding the Basis of Verbal
Communication: Organiging Your Messages, Using
Vocal Elements: Etfectively, Understanding WNonverbal
Language, Developing Credibility,. Giving and Receiving
Feedback, Overcoming Bareiers to Communication,
Commumicating Ethically, Understanding Cross-Cultural
Iszues

Credit
01

03

Working with Customers: Understanding Customer
Serviee: Basics, Communicating Empathetically, Asking
Question to Understand Problems, Denying Reguest,
Coping with Angry Customers

-

Developing  Professional  Telephone  Skills:
Exploring — Professional Te]ephnne Communication,
Placing Telephonme Calls, Receiving Telephone Calls,
Using Voice Mail, Leaving Professional Messages, Taking
Calls _for Other People,  Screening,. Holding, and
Transfarring Calls; Developing Cell Phone Eriguette

-
05

Improving Informal Communicalion:
Communicating Informally, Listening Actively, Speaking
Persuasively, Negotiating Effectively, Managing Conflict,
Participating in Meeting, Dealing with Office Politics,
Making Proper Introductions

AEC111-CD1
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n2-
ol

Understanding Reading and Writing: Close
Reading, Comprehension, Summary Paraphrasing,
Analysis and Interpretation, Translation(from Indian
language to English and vice-versa) Literary/Knowledge

Texts

Writing Skills: Documenting, Report Writing, Making
notes, Lelter Weiting

Uncovering the Secrets of Clear writing: Clarifying
Written Communication, Writing Solid Sentences,
Developing Effective Paragraphs, Mastering Punctuation

02-
03

Communicating with E-Mail and Memos:
Understanding E-Mail Message and Memos, Composing
the Main Elements of Message, Creating Professional E-
Mail Message, Constructing Professional Memos, Writing
Request Messages, Writing Response Messapes, Writing
Dad- Mews Messages, Technology Tools

oa-

Developing Reports and Proposals: Understanding
Eeports and Proposals; Planning a Report or Proposals,
Writing Proposals

n2-
o5

Writing for Employment: Writing Effective Cover
Letteps, Plauning Resumes, Writing Chronological
Resumes, Wriling Funetional Resumes, Reguesting
Letters af Reference, Sending Follow-Up Messages,
Accepling or Rejecting Job Offers

Credi
oz

3=
(B}

Idenlifying and Defining Problems: Understanding
Prohlem | Solving, Analyzing. Froblems; Determining
Causes, Simplifving Complex Problems, [dentifving and
Managing Risks, Avoiding Problem-5Solving Traps

03-
02

Solving the Problem: Gathering and Analvzing Data,
Developing Alternatives, Evaluating Options,
Implementing the Solution, Monitoring and Managing
the Solution, Using Adaptive Technigues. Developing
Ethical Solution

Credil
05
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Thinking Critically: Understanding Critical Thinking,
Assessing the Credibility of an Argument, Becoming a
Critical Thinker

e
04

Group Decision Making and Problem Solving:
Understanding Group Dvnamics, Evolving From a Group
to a Team, Using Divergent Thinking, Using Convergent
Thinking, Avoiding Common Group Traps, Working with
Large Group

03-
05

04~
il

Working in Groups and Teams: Understanding the
Role of Tesm in Organizations, Defining the types of
Groups and Teams, Recopnizing Differences Between
Groups and Teams, Ensuring Team Suecess, Working
with Digtributed Teams

04
L1

Exploring Team Roles and Processes: Recognizing
the Need for Team Leadership, Selecting Team Member,
Choosing the Optional Team Size, Defining Common

Team Roles, Establishing Team Rules, Clarifving Team
O eetives, Making Collective Decisions

Credit
3F

04~
3

Building and Developing Teams: Understanding the
Benefits of Working in Teams, Fostering Relationships,
Overcoming Resistance, Using Team-Building Activities,
Degaling with Difficult "Team Member, Benefits of
professional networking

Presenting vourself Professionally: Meeting
Business Casual Standards, Maintaining a Professional
Wardrobe, Fracticing good Grooming and Hygiene,
Improving Your Speech

AEC111-CD1
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Developing Your Interpersonal Skills: Networking
Professionally, Showing Basic Office Courtesies,
04~ |Recovering from diffienlt interpersonal situations,
o5 |Displaying Optimism and Enthusiasm, Developing
Dviplomacy Skills, Interacting with others, Respecting
socidl protocols

LEARNING RESOURCE DETAILS

LR [Title ledition| 15BN
Code |Author Year | Publisher

Course: Website Link for (1) Text-EBook (2) Mobile and Online
Lectures (9) Yideo Lectures (4) MOOCs (5) OERs (6} Discussion
Forum for online interaction (7) Live ¥irtual Class Lectures and (8)
Continuons Assesgment Test

AEC111- [hitps://goo.gl/e6Fogu ks -
WL |(Copy and Paste URL in Browser) YCMOU
Books
AFEC111- [English Communication 3
ant
Con  |Michelle Jacobson YCMOU
AEC111- [Soft SKill for Everyone Wf;i;'ﬂf'
ZO10 -
Ror  leff Butterfield
s CENGAGE
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