17300 Business English 1lI

Course Plan

Stage 1 — Business English - Part |

Integrated Learning Outcomes

Upon successful completion of this course the student will be able to:

use the telephone effectively

conduct and patrticipate effectively in meetings and discussions

master the art of negotiating

engage in effective oral communications in business environments

write documents clearly, concisely and effectively while applying appropriate
rhetorical strategies in business

f give dynamic presentations
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Course Details

f Target group: Strategic Level | students
f Course fee: Rs 8800/=(Payable in 4 instalments)
- Registration free of charge
- Placement test free of charge
f Duration of the course: 80 hrs/4 months - 4hrs per week (twice a week/once a week)
f Exemptions:
Full exemptions
- Scorers above 80 marks at the placement test and above 70 marks at
the Oral Test
- CIMA graduates
Half exemptions
- Scorers within the range of 79-70 marks*
- Course duration - 3 months/40 hours
- Course fee — Rs 4400 (Payable in 2 instalments)
*Course-end test compulsory




Course Procedures

f Placement test(Compulsory): Testing reading, writing and listening. Oral test will be
given only for those who obtain 80 marks or above for the written paper
f Based on the marks at the placement test students will be categorized in the
following manner.
Full exemptions
- Students who have obtained marks above 80 in the written paper &
also over 70 from the oral test are fully exempted from the course.

Half Exemptions
- Students within the range of 70-80. The duration of the e-modules &
the course fee would be half. Participation at the workshops and
Course-end test is compulsory.

Normal programme
- Students who are below 69 have to follow the normal course over 4
months(80 hours)

Assessment

f Informal assessment: Through Renet software

f Self-assessment

f Formal assessment: Placement test
Course-end test:
In stage | - Testing the skills of Reading, Writing & Listening(75 marks)
In stage Il - Testing Speaking (25 marks)



Stage Il — Business English 1l — Part Il

Integrated Learning Outcomes

Upon successful completion of this course the student will be able to:

X organize a speech in an appealing manner

x express ideas clearly, accurately and vividly with the correct use of body language in
speaking

x deliver a speech on a given topic with enthusiasm and conviction

x handle audio visual equipment correctly with confidence

x Handle questions effectively

Programme details

f Course fee: Rs 2200/=
f Duration: 2 days

Award of Certificate

f A certificate will be issued for those who have successfully completed the course and
obtained the grading of D or above

Key to Grades

A =85-100
B =70-84
C =55-69
D =40-54

Pass mark — 40 or above**

** Referred to re-sit the exam



