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ABOUT THE BOOK
FROM THE PUBLISHER

If you find yourself getting fed up and frustrated with other MAHARSHI|
DAYANAND UNIVERSITY ROHTAK (HARYANA) book solutions now mehta
solutions brings top solutionsfor MAHARSHI DAYANAND UNIVERSITY
ROHTAK (HARYANA) BUSINESS COMMUNICATION SKILLS book contains
previous year solved papers plus faculty important questions and answers specially
for MAHARSHI DAYANAND UNIVERSITY ROHTAK (HARYANA) .questions
and answers are specially design specialy for MAHARSHI DAYANAND
UNIVERSITY ROHTAK (HARYANA) students..

Please note: All products sold on mbabooksindia.com are brand new and 100%



genuine

¢ Casestudies solved
¢ New addition fully solved

e |ast 5yearssolved paperswith current year plus guess

PH: 07011511310, 09899296811 FOR ANY problem

FULLY SOLVED BOOK LASY 5 YEARSPAPERS SOLVED PLUS GUESS

BUSINESS COMMUNICATION SKILLS

Unit-I

Purpose and process of communication; myths and realities of communication;
paths of communication; oral communication: noise, barriers to communication;
listening — listening process, types of listening, deterrents to listening process,
essentials of good listening; telephonic communication

Unit-11

Presentation skills: prerequisites of effective presentation, format of presentation;
Assertiveness — indicators of assertive behaviour, strategies of assertive behaviour;
Communication skillsfor group discussion and interviews

Unit-111

Nonverbal communication: gestures, handshakes, gazes, smiles, hand movements,
style of working, voice modulations, body sport for interviews; business etiquettes:
business dining, business manners of people of different cultures, managing
customer care

Unit-1V

Written communication: mechanics of writing, report writing, circulars, notices,
memos, agenda and minutes; business correspondence —business letter format, style



of letter arrangement, types of letters, telex manages, facsmiles, electronic mail;
diary writing; developing resume

Details
1. Books by courier

2. Delivery in 5-7 days
3. Courier india only
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