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RAI BUSINESS SCHOOL




COMMUNICATION AND SOFT SKILLS
UNIT I
Essentials of Grammar: Parts of Speech, Punctuation, Vocabulary Building, Phonetics 

Office Management: Types of Correspondence, Receipt and Dispatch of Mail, Filing Systems, Classification of Mail, Role & Function of Correspondence, MIS, Managing Computer 

UNIT II
Letter & Resume Writing: Types of Letters-Formal / Informal, Importance and Function, Drafting the Applications, Elements of Structure, Preparing the Resume, Do’s & Don’ts of Resume, Helpful Hints 

Presentation Skills: Importance of Presentation Skills, Capturing Data, Voice & Picture Integration, Guidelines to make Presentation Interesting, Body Language, Voice Modulation, Audience Awareness, Presentation Plan, Visual Aids, Forms of Layout, Styles of Presentation. 

UNIT III
Interview Preparation: Types of Interview, Preparing for the Interviews, Attending the Interview, Interview Process, Employers Expectations, General Etiquette, Dressing Sense, Postures & Gestures 

Group Discussion & Presentation: Definition, Process, Guidelines, Helpful Expressions, Evaluation 

The student will be evaluated on the basis of: 
· his / her presentation style 

· Feedback of Faculty & Students 

· General Etiquette 
· Proficiency in Letter Drafting / Interview Preparation 

