










Aditya Institute of Technology and Management 

(An Autonomous Institute) 

Managerial Communication & Soft Skills  

Code: 22MBA3020  Credits: 2   Regulation: AR22 

(II MBA I semester) 

Course Objectives: 

➢ CO1: Develop Life skills among  MBA graduates  

➢ CO2: Enrich students’ emotional intelligence and inter-personal skills  

➢ CO3: Enable students to understand the importance of employing appropriate body 

language when communicating. 

➢ CO4: Develop students’ competence in written communication 

➢ CO5: Train students in interview skills, group discussions and presentation skills to 

enhance their employability skills 

➢ CO6: Make students industry ready by grooming them for business world. 

Outcomes: By the end of the course students should be able to: 

➢ P01. Apply Life skills to address business challenges  

➢ P02. Demonstrate the communication required in the workplace: interpersonal and 

intrapersonal communication skills, listening skills along with barriers of 

communication   

➢ P03. Interpret the role of Non verbal communication, Cultural differences ,business 

etiquettes in communication, 

➢ P04. Express and understand complex ideas accurately in written and spoken formats: 

resume writing ,E-mail writing and report writing 

➢ P05.Express technical knowledge and expertise orally through presentations, group 

discussions and interviews to enhance employability competence 

➢ P06. Preparing students for Corporate transition to improve   employability   

➢ P07.The student analyses the situation shows professionalism and displays a good 

Code of conduct at the workplace according to the need. 

UNIT I: IMPORTANCE OF LIFE SKILLS IN BUSINESS WORLD 

Importance of life skills in Business world: Leadership skills, Goal setting skills, Time 

management skills, Problem solving skills, Persuasive skills-SWOT analysis & Johari 

Window 

 



UNIT II:INTERPERSONAL COMMUNICATION & EMOTIONAL INTELLIGENCE 

Managing Interpersonal and Intrapersonal communication - Role of Emotion in Interpersonal 

Communication- Barriers to Interpersonal Communication- Exchange Theory- Gateways for 

Effective Interpersonal Communication. 

 

UNIT III: NON VERBAL COMMUNICATION,  

Non-verbal communication and Body Language: Kinesics, Proxemics, Paralanguage, 

Haptics, handshakes, appropriate body language and mannerisms for interviews and group 

discussions: business etiquettes- across cultural differences 

 

UNIT IV: BUSINESS COMMUNICATION SKILLS  

Written communication: mechanics of writing, report writing- business correspondence-

business letter and E-Mail format - Meetings and managing meetings- Resume and cover 

letter writing -Formats. 

 

UNIT V: PRESENTATION SKILLS 

Presentation skills: prerequisites of effective presentation, format of presentation; 

Assertiveness –strategies of assertive behavior; Communication skills for group discussion 

video conferencing and interviews- Interview Techniques-communication etiquette 

 

UNIT VI: TRANSITION TO THE BUSINESS WORLD  

Business and Social Etiquette Professional conduct in a business setting: workplace 

hierarchy; the proper way to make introductions; Use of courteous phrases and language in 

the workplace. Professional attire & etiquettes- Professional Image: appropriate business 

attire; Telephone Etiquette; Table etiquette 

Text Books: 

• E. Suresh Kumar,P. Sreehari,J. Savithri “Communication Skills and Soft Skills : An 

Integrated Approach” Published by Dorling Kindersley (India) Pvt. Ltd, Pearson 

Education in South Asia.2011 

• Meenakshi Rama: “Business Communication”, Oxford University Press, New Delhi 

• Meenakshi Raman and Sangeeta Sharma: “Technical Communication: Principles and 

Practice” Oxford University Press, New Delhi 2015 

• Butterfield, Jeff. Soft Skills for Everyone. New Delhi: Cengage Learning. 2010 



• Nitin Bhatnager and Mamta Bhatnagar: Effective communication and soft skills: 

Strategies for Success, Pearson 2012 

 

Reference Books: 

1) Kelly M Quintanilla, Shawn T.Wahl:“Business and Professional Communication”, 

SAGE, New Delhi,2012. 

2) Chauhan, G.S. and Sangeeta Sharma. Soft Skills. New Delhi: Wiley. 2016 

3) Thorpe, Edgar and Showick Thorpe. Winning at Interviews. Pearson Education. 2004. 

4)   Improve Your Writing ed. V.N. Arora and Laxmi Chandra, Oxford Univ. Press, 

2001, New Delhi 

5) Edoardo Rovida· Giulio Zafferri: The Importance of Soft Skills in Engineering and 

Engineering Education ,Springer 2022 

 

 



Aditya Institute of Technology And Management 
(An Autonomous Institute) 

Soft Skills  

Code: 20SSS301 

III B.Tech. SEM-II 

(Common to ALL) 

 

Course Objectives: 

➢ CO1: Develop communicative competence in students of engineering  

➢ CO2: Enrich students’ emotional intelligence and inter-personal skills  

➢ CO3: Enable students to understand the importance of employing appropriate body 

language when communicating. 

➢ CO4: Develop students’ competence in written communication 

➢ CO5: Train students in interview skills, group discussions and presentation skills to 

enhance their employability skills 

➢ CO6: Bridge the gap between the current skill sets of students and the skills required 

by a potential employer through practice. 

➢ CO7: Make students industry ready by grooming them for corporate life. 

 

Outcomes: By the end of the course students should be able to: 

➢ P01. Apply communication theory to solve workplace communication issues. 

➢ P02. Demonstrate the communication required in the workplace: interpersonal and 

intrapersonal communication skills, listening skills along with barriers of 

communication   

➢ P03. Interpret the role Non verbal communication, Cultural differences ,business 

etiquettes in communication, 

➢ P04. Express and understand complex ideas accurately in written and spoken formats: 

resume writing ,E-mail writing and report writing 

➢ P05.Express technical knowledge and expertise orally through presentations, group 

discussions and interviews to enhance employability competence 

➢ P06. Preparing students for Campus to Corporate transition and improve   

employability   

 

 

UNIT I: FUNDAMENTALS OF COMMUNICATION 

Purpose and process of communication: Objectives of Communication-Process of 

Communication- Types of communication; noise, listening skills, Types of listening, 

essentials of good listening and tips. 

 

UNIT II:  INTERPERSONAL COMMUNICATION & EMOTIONAL 

INTELLIGENCE 

Managing Interpersonal and Intrapersonal communication - Role of Emotion in Interpersonal 

Communication- Barriers to Interpersonal Communication- Exchange Theory- Gateways for 

Effective Interpersonal Communication. 

 

UNIT III: NON VERBAL COMMUNICATION, ATTIRE & ETIQUETTES 

Non-verbal communication and Body Language: Kinesics, Proxemics, Paralanguage, 

Haptics, handshakes, appropriate body language and mannerisms for interviews: business 

etiquettes- across different cultures. 



 

UNIT IV: TECHNICAL COMMUNICATION & RÉSUMÉ WRITING  

Written communication: mechanics of writing, report writing- business correspondence-

business letter and E-Mail format - Meetings and managing meetings- Resume and cover 

letter writing -Formats. 

 

UNIT V: PRESENTATION AND GROUP DISCUSSION 

Presentation skills: prerequisites of effective presentation, format of presentation; 

Assertiveness –strategies of assertive behavior; Communication skills for group discussion 

and interviews, Interview Techniques. 

 

UNIT VI: CAMPUS TO CORPORATE TRAINING  

 

Goal setting- Establishing SMART Goals,  Importance of Mission Statement, Formulation of 

Goals ; Time management - Prioritization,  Dealing with Difficult Tasks, Getting Organized;   

conflict management- Creating a Win-Win situation, Negotiation and Persuasion; Dealing 

with Aggressive Behavior SWOT analysis; Team building skills- Teambuilding Process and 

Techniques, Coordination in Teams 

 

 

 

Text Books: 

1) E. Suresh Kumar,P. Sreehari,J. Savithri “Communication Skills and Soft Skills : An 

Integrated Approach” Published by Dorling Kindersley (India) Pvt. Ltd, Pearson 

Education in South Asia.2011 

2) Meenakshi Rama: “Business Communication”, Oxford University Press, NewDelhi 

3) C.S.G. Krishnamacharyulu and Dr. Lalitha Ramakrishnan, Business Communication, 

Himalaya Publishing House,Mumbai 

4) Butterfield, Jeff. Soft Skills for Everyone. New Delhi: Cengage Learning. 2010 

5) Nitin Bhatnager and Mamta Bhatnagar: Effective communication and soft skills: 

Strategies for Success, Pearson 2012 

 

 

Reference Books: 

1) Kelly M Quintanilla, Shawn T.Wahl:“Business and Professional Communication”, 

SAGE, New Delhi,2012. 

2) Chauhan, G.S. and Sangeeta Sharma. Soft Skills. New Delhi: Wiley. 2016 

3) Thorpe, Edgar and Showick Thorpe. Winning at Interviews. Pearson Education. 2004. 

4)   Improve Your Writing ed. V.N. Arora and Laxmi Chandra, Oxford Univ. Press, 

2001, NewDelhi 

5) Edoardo Rovida· Giulio Zafferri: The Importance of Soft Skills in Engineering and 

Engineering Education ,Springer 2022 

 

 


