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Savitribai Phule Pune University 
Faculty of Commerce & Management  

  S Y B Com (Semester IV)                               

    (Choice Based Credit System) 

Revised Syllabus (2019 Pattern)  

 
 

CORE COURSE – I 

Subject: BUSINESS COMMUNICATION-II                 Course Code: 241                                                                                                                 

Total Credits:  04 (Theory 03 + Practical 01=04) 

 

                                                                                                                                               

1. Objectives of the Course: 

a. To understand the concept, process and importance of communication. 

b. To acquire and develop good communication skills requisite for business correspondence. 

c. To develop awareness regarding new trends in business communication. 

d. To provide knowledge of various media of communication. 

e. To develop business communication skills through the application and exercises. 

Medium of Instruction: English 

Unit 

No. 

Unit Title Contents Skills to be developed 

1 Report Writing 

and Internal 

Correspondence 

 

Meaning and Significance; 

Structure of Reports; Negative, 

Persuasive and Special Reporting- 

1. Informal Report – 

Proposals;  

2. Formal Reports;  

3. Project Report 

4. Introduction and  Essential 

elements of Report writing.( 

Reporting for a meeting) 

5. Organization of Press 

Report. 

6. Office Memo 

(Memorandums) 

7. Office Orders 

8. Office Circulars 

9. Form Memos or Letters 

10. Press Releases 

11. Import Export Trade 

i. To understand the 

Report Writing and 

Internal 

Correspondence. 

ii. To understand 

office 

Correspondence. 

iii. To study  Import 

Export Trade 

Correspondence   
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Correspondence   

2 Recent Trends  in 

Business 

Communication 

Internet: Email, Websites, Social 

Media Network  (Twitter, Face 

book, LinkedIn, You tube, 

WhatsApp) , Google Doc, Google 

Form, Google Sheet, Google Slide, 

Google Class Room, Online 

Conference, Video conferencing, 

Meeting through Zoom App, 

Google meet App ,Cisco Webex 

meetings App. 

To understand the Recent 

Trends  in Business 

Communication 

 

3 Types and 

Drafting of 

Business Letters 

1) Enquiry Letters 

2) Replies to Enquiry Letters 

3) Order Letters 

4) Credit and Status Enquiries 

5) Sales Letters 

6) Complaint Letters 

7) Collection Letters 

8) Circular Letters 

i. To acquire the 

fundamental 

knowledge about types 

of Business Letters 

ii. To create ability 

among the students for  

Drafting of Business 

Letters 

4 Writing Formal 

Mails and Blog 

writing. 

 

4.1:  Essential elements of mail, 

Format of mail. 

4.2:  Introduction and meaning of 

Blog, Writing a blog. 

To understand the Writing 

Formal Mails and Blog 

writing. 

 

 

Teaching Methodology: 

Topic 

No. 

Total 

Lectures 

Innovative Methods to 

be used 

Film Shows 

and A.V. 

Application 

Project Expected Outcome 

1 12 Lecture, PPT 

Presentation   

Poster Presentation, 

Group Discussion, 

Library visit ,Home 

Assignment ,Pre reading, 

Class discussion , library 

visit , internet resources, 

case study 

Relevant 

You Tub 

Videos 

,Relevant 

slide show, 

online 

Video 

Short Film 

Show 

Report 

writing 

of 

students 

meeting 

Understanding of basic 

knowledge of Report 

Writing and Internal 

Correspondence and 

Import Export  

Correspondence 

 

2 12 Pre reading, Class 

discussion, internet 

resources, Lecture, 

Expert Lecture, PPT / 

Poster Presentation, 

Group Discussion, 

Relevant 

You Tub 

Videos , 

Short Film 

Show, A.V 

Application 

Project 

Report 

on types 

of 

Social 

Media 

Learning the Recent 

Trends  in Business 

Communication 
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Library /Home 

Assignment ,Internal 

Assignment, students 

Seminar/Workshop 

, online 

Video 

 

3 16 Lecture, PPT 

Presentation   

Poster Presentation, 

Group Discussion, 

Library visit ,Home 

Assignment ,Pre reading, 

Class discussion , library 

visit , internet resources 

,case study 

Relevant 

You Tub 

Videos, 

PPT , AV 

Application 

, Short Film 

Show , 

Online 

Videos 

Writing  

of any 

one 

Business 

letter 

To create ability 

among the students for  

Drafting of Business 

Letters 

4 08 Guest Lectures of 

eminent Personalities , 

Group Discussion, 

Library visit ,Home 

Assignment, case study 

Online 

Videos, 

Relevant 

slide show 

Blog 

writing 

To create ability 

among the students 

about Writing Formal 

Mails and Blog 

writing. 

Total 48 Lecture, PPT 

Presentation  Poster 

Presentation, Group 

Discussion, Library visit 

,Home Assignment ,Pre 

reading, Class discussion 

, library visit , internet 

resources 

Relevant 

You Tub 

Videos 

,Relevant 

slide show,  

- To create ability 

among the students 

about Writing and 

Internal 

Correspondence. Also 

understanding the 

knowledge of Recent 

Trends in Business 

Communication. 

 

References: 

Sr. 

No 

Title of Book Author/s Publication Place 

1 Business Communication K. K.Sinha  Galgotia Publishing 

Company 

New Delhi. 

2 Business Correspondence 

& Report Writing 

R. C. Sharma & 

Krishan Mohan 

Tata McGraw Hill 

Publishing Co. Ltd. 

 

New Delhi. 

3 Communication C.S. Rayudu Himalaya 

publication 

Mumbai 

4 Business Communication Asha Kaul Prentice Hall of 

India 

New Delhi. 

5 Business Communication Vasishth Neeru& 

Rajput Namita 

Kitab Mahal Allahabad 

6 Soft Skills Dr. Alex S.Chand 

Publication 

Delhi 
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7 Essentials of Business 

Communication 

Rajendra Pal & 

Korlahalli 

Sultan Chand & 

Sons  

New Delhi. 

 

8 Managerial 

Communication 

P. D. Chaturvedi & 

Mukesh Chaturvedi  

Pearson  Delhi 

 

Guidelines for completion of Practical’s: 

1) At least three Practical’s should be completed during each semester by students in 

consultation with subject teacher. 

2) Practical should be based on visit as well as library assignments, Project based, Activity 

based. 

3) A subject teacher has special privileges to make the allotment of practical topics. 

4) Students should discuss with the subject teacher at the time of selection of practical topics. 

5) If a student fails to complete minimum number of practical’s, then the student shall not be 

eligible for appearing at the practical examination. 

 

*************************************************************** 
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Savitribai Phule Pune University 
Faculty of Commerce & Management 

S Y B Com (Semester III) 
(Choice Based Credit System) 

Revised Syllabus (2019 Pattern) 
 
 

 

CORE COURSE – I 

Subject: Business Communication-I Course Code: 231 

Total Credits: 04 (Theory 03 + Practical 01=04) 

 
 
 

1. Objectives of the Course: 
a. To understand the concept, process and importance of communication. 
b. To acquire and develop good communication skills requisite for business 
correspondence. 
c. To develop awareness regarding new trends in business communication. 
d. To provide knowledge of various media of communication. 
e. To develop business communication skills through the application and exercises. 

Medium of Instruction: English  
Unit 
No. 

Unit Title  Contents Skills to be 
developed 

1 Introduction of 
Business 
Communication 

1.1 Introduction, 
Meaning, Definition. 

1.2 Characteristics, 
Importance of 
communication. 

1.3  Principles of 
communication, 
Process of 
communication 

1.4 Barriers to 
communication & 
Remedies. 

1.5 Methods and 
Channels of 
Communication. 

i. Conceptual 
Clarity and 
understanding 
the Meaning , 
Characteristics 
and Importance 
of 
communication. 

ii. To understand 
the Principles 
and Process of 
communication 

iii.  To understand 
Barriers to 
communication 

2 Business 
Letters 

2.1 Meaning and 
Importance 

2.2 Qualities or 
Essentials, Physical 
Appearance 

2.3 Layout of Business 

i. To understand 
the importance 
of business 
letters. 

ii. To understand 
Essentials 
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  Letter Qualities of 
business letters. 

3 Soft skills 3.1 Meaning, Need, 
Importance. 
3.2 Elements of soft 
skills. 
a) Manners & 
Etiquettes, 
Grooming. 
b) Effective 
Listening & 
Speaking 
c) Interview Skills. 
d) Presentation 
e) Group Discussion. 
f) Problem-solving 
skills 
G)Time management 
abilities 

i. To acquire the 
fundamental 
knowledge 
about soft skills 

ii. To understand 
the Elements of 
Soft Skills 

4 Resume 
writing & Job 
Application 
letters 

4.1 Introduction, 
essential elements of 
Bio data, Resume 
writing, Curriculum 
Vitae. 
4.2 Meaning & 
Drafting of Job 
Application letter. 

To understand 
Resume writing 
and Job 
application 
letter. 

 

Teaching Methodology: 
 

Topi 
c No. 

Total 
Lecture 

s 

Innovative 
Methods to be 

used 

Film 
Shows and 

A.V. 
Applicatio 

n 

Projec 
t 

Expected 
Outcome 

1 12 Lecture, PPT 
Presentation 
Poster 
Presentation, 
Group Discussion, 
Library visit 
,Home 
Assignment ,Pre 
reading, Class 
discussion , 
library visit , 

Relevant You 
Tub Videos 
,Relevant slide 
show, online 
Video 
Short Film Show 

Individual 
assignment 
report 

Understanding 
of basic 
knowledge of 
Business 
Communication 
. 
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  internet resources    

2 10 Pre reading, Class 
discussion, 
internet resources, 
Lecture, Expert 
Lecture, PPT / 
Poster 
Presentation, 
Group Discussion, 
Library /Home 
Assignment 
,Internal 
Assignment, case 
study 

Relevant You 
Tub Videos , 
Short Film 
Show, A.V 
Application 

Visit to 
Office 

Understanding 
the importance 
and Essentials 
Qualities of 
business letters. 

3 18 Lecture, PPT 
Presentation 
Poster 
Presentation, 
Group Discussion, 
Library visit 
,Home 
Assignment ,Pre 
reading, Class 
discussion , 
library visit , 
internet resources 
,students 
Seminar/Worksho 
p case study 

Relevant You 
Tub Videos.PPT 
,AV 
Application, 
online video 

Presentation Understanding 
the knowledge 
about soft 
skills.To create 
awareness 
about soft skill 
among the 
students 

4 08 Guest Lectures of 
eminent 
Personalities , 
Group Discussion, 
Library visit 
,Home 
Assignment ,case 
study 

Online Videos, 
Relevant slide 
show , 
Short Film 
Show 

Individual 
Resume / 
Bio–Data 
Writing 

To create 
ability among 
the students for 
writing resume 
and Job 
application 
letter. 
To create 
ability among 
the students for 
Business 
Correspondenc 
e 

Total 48     

References: 
 

Sr. 
No 

Title of Book Author /s Publication Place 

1 Business 
Communication 

K. K.Sinha Galgotia 
Publishing 

New 
Delhi. 
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   Company  

2 Business 
Correspondence & 
Report Writing 

R. C. Sharma & 
Krishan Mohan 

Tata McGraw 
Hill Publishing 
Co. Ltd. 

New 
Delhi. 

3 Communication C.S. Rayudu Himalaya 
publication 

Mumbai 

4 Business 
Communication 

Asha Kaul Prentice Hall of 
India 

New 
Delhi. 

5 Business 
Communication 

Vasishth Neeru& 
Rajput Namita 

Kitab Mahal Allahabad 

6 Soft Skills Dr. Alex S.Chand 
Publication 

Delhi 

7 Essentials of Business 
Communication 

Rajendra Pal & 
Korlahalli 

Sultan Chand & 
Sons 

New 
Delhi. 

8 Managerial 
Communication 

P. D. Chaturvedi & 
Mukesh Chaturvedi 

Pearson Delhi 

 

Guidelines for completion of Practical’s: 
1) At least three Practical’s should be completed during each semester by students in 
consultation with subject teacher. 
2) Practical should be based on visit as well as library assignments, Project based, 
Activity based. 
3) A subject teacher has special privileges to make the allotment of practical topics. 
4) Students should discuss with the subject teacher at the time of selection of practical 
topics. 
5) If a student fails to complete minimum number of practical’s, then the student shall 
not be eligible for appearing at the practical examination. 

*************************************************** ************************ 
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Savitribai Phule Pune University 

FY BBA IB  Semester I (CBCS) Pattern 2019 
Business Communication Skills 

Course Code: 102 SC 
Credit 4 

Depth of the syllabus - Reasonable knowledge of the communication 
Program objectives 
1 To understand what is the role of communication in personal and business world 
2. To understand system and communication and their utility 
3. To develop proficiency in how to write business letters and other communications required in business 

 
 
 Unit No. Unit Title Contents Purpose& Skills to be develop 

1 Concept of Communication and 
Introduction to 
Communication 

Role of Communication in social and economic system Need for effective communication, meaning and definition, 
Principles of effective communication, Barriers to 
communication and over comings 

To understand the basic purpose of communication. 
& Ability to understand and comprehend the meaning of different forms of communication 

2 Methods and types of Communication Methods of Communications]: Linguistics, Non- Linguistics and Para- Linguistics, Art of Listening 
Written communication, Forms of written communication. 
Qualities, difficulties in written communication, Constraints in 
developing effective written communication 
Types or Channels of Communication: 
Internal- Vertical, Horizontal, Consensus, Grapevine 
External- Inward, Outward ,Merits and Limitations of 
methods & types of communication 

To understand how to write effective messages and different types of communication, 
& 
Ability to write meaningful and concise and effective messages 

3. Business 
Correspondence 

Concept ,need and functions of Business .Correspondence , 
Types of Business letters ,Layout Drafting of business , To understand how to make effective Business 

Correspondence & 
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  Business Correspondence : Sales , Orders sales circulars and 

business promotion and resignation letter , leave , application 
letters 
,Complaint , Credit verification, Correspondence with bank, 
Job application , and Reference check 

Ability  to  write  precise  business  letters  and understanding 
about business correspondence 

4. Analysis of different 
Media of 
Communication 

Fax communication ,voice mail ,emails ,tele conferencing , 
communication through social media 1. To understand how modern technology effects businesses 

and media based communication is working in present 
context. 
2. Effects of new media on business is affecting on interpersonal relations and groups & Ability to use different formats of social communication and technology based communication effectively 

 
 

Teaching Methods 
 
 
 Teaching 

Hours 
Innovative methods to be 

used 
AV Applications Project Expected Outcome 

Unit I - 11 Role Play Films on communication Life without communication Ability to understand implication of effective communication 
Unit II – 

13 
Paraphrasing \,praise 
writing complete the 
sentence and interpretation 
of given sentences 

Films on understanding written 
communication 

How to write effective message , 
Story writing 

To  develop an appropriate understanding role 
and utility of written communication in life 
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Unit III- 

13 
Demonstrations of layout 
of good business letters 
analysis of good business 
letters of different forms 
Drafting of good business 
letters 

Analysis of real life business 
situations 

Writing letters for different 
situations 
Case study of Analysis different 
correspondence 

To develop proficiency for different purposes for 
different organizations 

Unit IV 
- 11 

Demonstrations hands on 
experience 

Analysis of implications and 
utility of different forms of social 
media , case study 

Projects To develop proficiency in effectives uses of 
various media of communication 

 To communicate interact effectively by using 
different forms of social media 

Total 48     

 
 

Evaluation methods 
 

Internal Evaluation External Evaluation Tutorial /Project - Internal 
Method of evaluation I MCQ on concept factures and definition 
Presentation \- on application of communication in day to 
day business 

25%MCQ 
Short notes 35% 
Long answers 40% 

Business communication skills (102) - Credit 
1 - Marks 20 
Tentative areas for tutorials – (Select any 2 topics) 

1. Collections of various formal letters and its 
critical study 
2. Assignment on précis writing 
3. Presentation on oral communication skills 
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  4. Public speaking 

5. Common mistakes in business communication 
I Group Discussions on appropriate methods of 
communication at different situations 
II – Case study on written communication- Errors in message building and interpretation of message 

  
20 marks (Internal) Guidelines for Tutorials 
The faculty must design the tutorials in tune with theory 
subject and shall conduct presentation in the class on the 
given topics. 
The evaluation of students must be on the following 
grounds. (20 marks) 

1. Understanding of the subject 
2. Content 
3. Selections of the topic and application of the 
theory 
4. Overall confidence & Presentation skills 

Note: Students should be well informed about the 
tutorials and sufficient time must be given to the 
students to fulfil the requirements of the tutorials. 

I Developing appropriate formats 
Drafting of appropriate Business letters 
II- cautions in uses of metaphors and idioms and phrases 

 

I GD on selecting right media II preparation of charts on different media of communication 
III – case study on usages of social media Communication etiquettes’ 

 

  
Marks 30 Marks-50 
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References  
Sr. No. Title of the Book Author/s Publication Place 
1 Business Communication Meenakshi Raman , Prakash Singh Oxford New Delhi 
2 Business Communication HomaiPradhan , N.S. Pradhan Himalaya Publishing House Mumbai 
3 Business Communication R.K. Madhukar Vikas Publishing House New Delhi 
4 Business Communication and personality 

Development 
BiswajitDas .ipswwtaSatpathy Excel Books New Delhi 

5 Business Communication – Concepts , Cases and applications P.D Chaturvedi , MukeshChaturvedi Dorling Kindersley New Delhi 
6 Business Communication – Connecting at work HorySankarMukerjee Oxford New Delhi 
7 Business Communication Today Courtland L. Bovee , John V. Thill , AbhaChatterjee Pearson New Delhi 
8 Hand Book of internal Communication Eileen Scholes Infinity Books New Delhi 

 
 

Web reference 
Sr. 
no 

Lectures Films Animation PPTs Articles Sources 
 By R. Chandran IIT 

Kanpur 
Film byJ. 

Balkru 
A film on 

communication 
barrier 

By Matt 
Setter 

1. Importance of 
communication 

skills essay 
2Importance of 
communication 
and effective 
communication 

1. UK Essay 
2. Zen growth 



 
Business Communication Skills 

 
Course Code: 102 

 
 
Objectives: 

1) To understand the concept, process and importance of communication. 
2) To gain knowledge of media of communication. 
3) To develop skills of effective communication - both written and oral. 
4) To help students to acquaint with application of communication skills in the business 

world . 
 

Semester I 
               No. of Lectures 

Unit 1: Introduction to Communication 
 
Meaning and Definition - Process - Functions -  Objectives - Importance - Essentials of good 
communication  -  Communication barriers  -  Overcoming communication barriers   
         

      12  
 
Unit 2: Types of Communication 
 
Written - Oral - Face-to-face  - Silence - Merits and limitations of each type  

      12  
Unit 3: Business Letters 
 
Need and functions of business letters  - Planning & layout of  business letter - Kinds of business 
letters - Essentials of effective correspondence -  

                                                                                          5  
Unit 4: Drafting of business letters 
 
Enquiries and replies - Placing and fulfilling orders - Complaints and follow-up - Sales letters - 
Circular letters - Application for employment and resume - Report writing - Notices, Agenda and 
Minutes of the Meetings - Memos 

      12  
 
Unit 5: Oral Communication 
 
Meaning, nature and scope - Principles of effective oral communication - Techniques of effective 
speech - Media of oral communication (Face-to-face conversation - Teleconferences - Press 
Conference – Demonstration - Radio Recording - Dictaphone – Meetings - Rumor - 
Demonstration and Dramatisation - Public address system - Grapevine - Group Discussion - Oral 
report - Closed circuit TV). The art of listening - Principles of good listening. 

        8  



 
 
Unit 6: Application of Communication Skills 
 
Group Decision-Making - Conflict and Negotiations - Presentation and Interviews - Speeches - 
Customer Care/Customers Relations - Public Relations (Concept, Principles, Do’s and Don’ts 
etc. to be studied for each type). 

      12  
 
Topics Prescribed for workshop/lab  

   12  
Group Discussion 
i) Mock Interview 
ii)  Interview 
iii)  Public Speech 
iv) Conflict Situation 
v) Decision-making in a group 
vi) Written Communication 

 
 
Recommended Books: 
 

1) Business Communication - K. K. Sinha - Galgotia Publishing Company, New Delhi. 
2) Media and Communication Management - C. S. Rayudu - Himalaya Publishing House, 

Bombay. 
3) Essentials of Business Communication - Rajendra Pal and J. S.  Korlhalli - Sultan Chand 

& Sons, New Delhi. 
4) Business Communication (Principles, Methods and Techniques) Nirmal Singh - Deep & 

Deep Publications Pvt. Ltd., New Delhi. 
5) Business Communication - Dr. S.V. Kadvekar, Prin. Dr. C. N. Rawal and Prof. Ravindra 

Kothavade - Diamond Publications, Pune. 
6) Business Correspondence and Report Writing - R. C. Sharma, Krishna Mohan - Tata 

McGraw-Hill Publishing Company Limited, New Delhi. 
7) Communicate to Win - Richard Denny - Kogan Page India Private Limited, New Delhi. 
8) Modern Business Correspondence - L. Gartside - The English Language Book Society 

and Macdonald and Evans Ltd. 
9) Business Communication - M. Balasubrahmanyan - Vani Educational Books. 
10) Creating a Successful CV - Siman Howard - Dorling Kindersley. 

 
 
 
  



















































 
Savitribai Phule Pune University 

SY BBA Semester III (CBCS) Pattern 2019 
Global Competencies and Personality Development 

Course Code-GC- 303  
Credits – 03 

Depth of the course: Reasonable knowledge about Competencies and Personality Development. 
Course objectives: 

1. To build self-confidence, enhance self-esteem, and improve overall personality of the students. 
2. To enhance global and cultural competencies of the students. 
3. To groom the students for appropriate behaviour in social and professional circles. 

 
Unit 
No. 

Unit Title Contents Purpose & Skills to be developed 
1 Introduction to Personality 

and its Development  Definition and nature of personality 
 Characteristics of good personality 
 Determinants of personality 

development 
 Theories of personality development 

i. Psychoanalytical Theory by Sigmund Freud 
ii. Trait Theory by Allport and Big Five model 
iii. Social Cognition Theory by Albert Bandura 
 

 To study the nature and meaning of personality.  To understand various factors affecting 
personality development of an individual.  To learn various theories of personality 
development. 

2 Global Competence and Self 
Development  Meaning and need of global 

competence. 
 Characteristics of globally competent 

individual (life-long learning, 
understanding cultural differences, 
adaptability, comfortable with change, 

To understand the concept of Global Competence. 
To decipher the characteristics of globally competent 
individual and encourage students to develop that 
characteristics among themselves. 
To develop self- esteem and self-confidence of the 
students. 



problem-solving ability, critical and 
comparative thinking). 

 Building self-esteem and self confidence 
 SWOC Analysis and Personal Goal 

Setting 

To introduce the concept of SWOC Analysis and 
encourage the students for personal Goal setting by 
providing theoretical as well as practical knowledge. 

3 Development of Social and 
Interpersonal Skills  Effective communication skills, 

Preparation for self-introduction.  Working on attitude i.e. Aggressive, 
assertive and submissive  Development of leadership skills and 
introduction to Leadership styles.  Team Building; develop ability to work 
under pressure, flexibility at workplace.  Social empathy, building blocks of 
social empathy and development of 
social empathy.  Social Responsibilities  Workplace ethics 

 

 To explain various techniques for effective 
communication.  To train students for impressive self- introduction.  To introduce various methods for positive attitude 
development.  To explain various styles and qualities of leaders 
and encourage students for effective leadership.  To understand the structure of team and to 
develop ability to work under pressure and 
flexibility at workplace.  To develop social empathy and explain social 
responsibilities of the individual.  To introduce various workplace ethics. 

 
 

4 Projecting a Positive Social 
Image  

 Definition and importance of social 
image 

 Grooming basics and use of body 
language 

 Time management 
 Public-speaking 
 Proper e-mail and telephone etiquettes 
 International and social etiquettes 
 Social graces and table manners 

 To explain the importance of positive social image of 
the individual.  To introduce basics of grooming and effective use of 
body language.  To explain the importance of the time management.  To develop ability of effective public speaking.  To train the students for writing e-mails and explain 
various telephone etiquettes.  To study various social and international etiquettes and 
table manners. 

 
 
 



 
Teaching Methodology: 
 

Teaching 
Hours 

  Innovative methods to be used Expected Outcome 

Unit 1-12 Selected video films on the theories of personality. 
Interactive sessions. 
Reading of reference books, magazines and articles 
and preparing notes by students. 

To learn various theories of personality development. 

Unit 2-11 Flipping the classroom- students will gather 
information by using various tools and techniques 
available. 
Activities for SWOC and goal setting, Expert Talk 
can be organized. 

To understand the concept of Global Competence. SWOC Analysis by students 
and encourage the students for personal Goal setting by providing theoretical as 
well as practical knowledge. 

Unit 3-13 Collaboration-few selected students can take 
responsibility to guide other students through the role 
play as a mentors, supervisors for the students. It also 
teaches students empathy, negotiation skills, 
teamwork, and problem-solving skills. 
Work together as a team- Project work can be given 
to the students in groups. 

 To understand the structure of team as well as to develop ability to work 
under pressure and flexibility at work place.  To develop social empathy and explain social responsibilities of an 
individual. 

 

Unit 4-12 Classes outside the classroom to understand social 
etiquettes, visit to corporate offices, seminars and 
conferences, public speech event etc. 
Activity of e-mail writing can be given to the 
students. 

 The students should groom themselves and effective use of body 
language.  To develop the skills of managing the time.  To develop ability of effective public speaking.  To train the students for writing e-mails. 

Evaluation: 
Unit No. Internal Evaluation External Evaluation 
Unit – I Presentation on Theories of Personality 

Prepare a chart on successful personalities 
 
 



Unit – II Open book test. 
Assignments 

 
 
Fill in the blanks 
True and False 
Short answer question -
25% 
Short notes-35% 
Long answer questions-
40% 

Unit – III Small project on Effective Communication, Social Empathy and Team Building in a group 
with time limitation 
Prepare a small handbook on workplace ethics of by visiting some organization or on the 
basis of collected information through newspapers, corporate magazines and internet. 

Unit – IV Power point presentation on international etiquettes, 
Writing of an e-mail. 
 

Total –  30 70 
 
Suggested references: 
Sr. 
No. 

Title of the Book  Author/s   Publication  Place  
1 Personality development. Swami Vivekananda Adhyaksha Advaita Ashram India 
2 Personality Development and 

Communication skills. 
C Rajya Lakshmi Kalyani,   D S 
Vittal, AnithaRaju, 

Himalaya Publishing House. New Delhi,India 
3 Effective Life Management. Swami Amartyananda Advaita Ashrama India 
4 Personality Development and Soft Skills. 

 
BarunMitra Oxford University Press New Delhi,India 

5 Soft Skills- Personality Development for 
Life Success. 

Prashant Sharma BPB Publication New Delhi, India 
6 Theories of Personality 4th Edition. Hall CS,  Lindsey  G and 

Campbell J B 
Wiley New York 
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Savitribai Phule Pune University 

SY BBA –IB Semester III (CBCS) Pattern 2019 
Course -Global Competencies and Personality Development 

Course Code- 302 
Course Credits: 3  

 
Depth of the Course-Fundamental Knowledge to develop well -groomed Positive Personality. 
 
Course Objectives: 
1. To understand the importance of personality leading to self-development.  
2. To help the students to build positive personality traits. 
3. To enhance one’s Employability and life skills. 
4. To ensure all topics are taught not just for creating personality adaptable in domestic work environment but also globally 
 

Unit 
No 

Unit Title 
 

Contents 
 

Purpose & Skills to be 
developed  

. 
1. 

 
Understanding Personality and its 
Determinants 

 Define Personality and different types of 
Personalities.  Factors of Association-Five Factor Model.  Personality Traits /Determinants. (Traits 
required to be successful at global level)  Developing Positive Personality.  Importance of Empathy and Emotional 
Intelligence.  Ethics and Values (National and International 
protocols for individuals as well as business)   Building emotional stability. 

 To understand complex 
personalities and what forms 
them.  To study the Factors that build 
up the personality. 
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2 
 

Self -Awareness and Development 
 

 Self-Assessment-Finding Own Personality type (Conduct any Personality Test like Myers-
Briggs’ 16 Categories of Personalities   Self- Analysis and Goal Setting- SWOT 
Analysis  Developing positive self- esteem and building 
self confidence  Interpersonal skills  Understanding people/Social behaviour- Johari 
Window (Understand how behaviours and 
social etiquette differ across the world)  Ability to work in Team- Be a team player, 
Adapt in different cultural and work styles,  Maintain professional and social relationships 

 Students will be able to get a clear idea of their own 
personality type and the areas 
of improvement to work upon 
with lot of practical exposure 

 

. 3 Techniques in Personality 
Development and image 
management 
 

 

 Creating Positive Self Image  Building Positive Attitude  Positive thinking and critical thinking skills  How to handle success and failure?  Manage work and life stress effectively.  Importance of Time Management in building 
positive personality.  Motivation-Need for self- motivation and factors that keep one motivated. 

National and International standards and how they 
differ in major countries of business) 
 Social Etiquettes and Grooming basics.  Body Language-Basic understanding and 

projecting Positive Body Language  Dressing Etiquettes and Hygiene.  First Impressions 

 Based on prior understanding 
of one’s flaws and strengths, 
various techniques in this 
chapter will help towards 
building a strong and robust 
personality  Building smart and presentable 
personalities while enhancing 
their employability skills. 
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4 Global Competencies 
 

 What are Global Competencies?  Core attributes and skills  7 Global Competencies  Need to globalize as individuals.  Traits of a globally competent individual – 
(Adaptability/Team player/flexible/people’s 
skills etc.)  Self-  adaptability and awareness about others 
(Cross culture adaptiveness)  Bridging the differences  Understanding Cross-Cultural values and ethics.  Global Communication Styles.  Business protocols and practices and personal 
lifestyles –(How they vary from country to 
country and the need to adapt) 

 To make students aware about the global culture, so that in 
future students can adapt  and 
fit in the professional set-up 
globally. 

 
Teaching Methodology: 
 

Teaching Hours Theory 
+ Tutorials /Project 

Practical  

Innovative methods to be used 
 

 

Expected Outcome 
 

 
Unit 1-  12 hours  Personality analysis through Body Language and 

Individual Habits  Psychometric Testing 
Basic understanding of personality and 
traits 

Unit 2-  12 hours  Creating Personal Johari Window  Personal SWOT -Personality Test 
Understanding of one’s own Personality. 

Unit 3-  12 hours  Role Plays on life situation /Simulation techniques   Use of AV’s to understand personality attributes Mock 
GD’s and Interviews 

Development of one’s personality 
through practice  
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 Making own Resume and preparing self-introduction 
Presentation on any topic to build confidence and public 
speaking skills 

 
Readiness to participate in competitive 
activities 

Unit 4-  12 hours  Student exchange program  Cross cultural training. 
A study on work place etiquette of different countries and 
analysis of how they differ from each other. 
Email and telephone etiquette -Globally acceptable 
standards 

Students should be fit Culturally and 
Professionally at the global level. 

 
Evaluation  
Subject Internal Evaluation 

30 marks  
External Evaluation 

70 marks  
Suggested Add on Course 

 
 

Unit – I Methods of Evaluation 
MCQ’s on concept of personality and its 
Determinants. 
Presentation on  Five factor model 

 
 
 

25%MCQ, Short notes-
35%, 

Long answers- 40% 

 
 

 Personality Development 
course on Swayam Portal  Enhancing Soft Skills and 
Personality on Swayam 
Portal/ The 11 essential 
career soft skills-Udemy 

Unit – II Participation in Team activities to build 
interpersonal skills and Business Games to 
analyze personality types. 



 

SPPU BBA IB COURSE CONTENT - SEMESTER III and IV  CBCS/2019 PATTERN – Annexure I Page 10 
 

Unit – III Case study on Handling Failures and stress, 
Mock GD and Interview participation 

Unit – IV 
 

Research on Global Skills and current 
adaptability skills. 

 

 Total – 30 Total-70 
Suggested References: 

Sr. 
No. 

Title of the Book  Author/s   Publication  Place  

1 Personality Development Hurlock, E.B Tata McGraw Hil New Delhi 
2 Organizational Behavior 16th Edition Stephen P. Robbins and 

Timothy A. Judge 
Prentice Hall New Delhi 

3 Personality Development and soft skills BarunMitra Oxford University Press New Delhi 
4 The Ace of Soft Skills: Attitude, 

Communication and Etiquette for 
Success 

Gopalaswamy Ramesh Pearson’s  New Delhi 

5  Body Language  Smith, B Rohan Book Company. 2004 New Delhi 
6 Group Discussions and Interview Skills PriyadarshiPatnaik Foundation Books, Cambridge 

University Press. 
New Delhi 

7 Habits of Highly Effective People Stephen Covey Pocket Books New Delhi 
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Savitribai Phule Pune University  
Question paper Pattern 2019 for SY BBA (IB) 

University Examination Sub: Global Competencies and Personality Development 
Course Code - 302 

 
Q.No. Compulsory / Choice Nature of Question Marks Total Marks 
1 Compulsory Question Objective Type Questions 

 
       Multiple Choice Questions 
 

 
5 

 20 Marks 

  Match the Pairs 5 
  Answer in one sentence 5 
  Fill in the blanks 5 
2 Solve any 3 out of 5 Long Answer Question 3*10 Marks 30 Marks 
3 Solve any 4 out of 6 Short Notes 4*5 Marks 20 Marks 

 Total   70 Marks 
 

 
 
 
 
 
 
 
 
 

























































































 

 

BBA DEPARTMENT - INDUCTION PROGRAM (2021-22) 

REPORT 

 

The Induction Program for BBA Department students was organized on 

February 14, 2022. It was conducted for students of FY and SY BBA, 

BBA-IB and BBA-CA. Due to Covid-19 related restrictions, it was 

conducted in online mode on Zoom platform. 217 students participated 

in the same enthusiastically. 

The I/c Principal Professor Dr. Vrishali Randhir delivered the welcome 

address. Thereafter, the Program Coordinator of BBA and BBA-IB, Dr. 

Deepa Dani and Program Coordinator of BBA-CA, Ms. Seema Purandare 

shared the program details, curriculum, including the latest changes in the 

program relating to extra credits requirement by SPPU and how students 

could earn them. 

Placement Cell briefing was provided including information of the various 

student associations present in the college. The Induction Course was 

also utilized as a platform to share information about choice of 

specialization subjects by students of second year. This session was 

taken by SY specialization teachers. 

Finally, a Vote of Thanks was proposed by the Program Coordinators of 

the BBA Department. 
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Modern Education Society's 
Ness Wadia College of Commerce, Pune 

Induction Program 2019-20 

F.Y.BBA(CA) 
Day 2 Day 1 

Session2 Sessior2 
Ansbe 

Roll No. |Name |Session 1 Session11 

1 shecan Jtn Amiaha Th 
2Saikh_gta. 
3AmodAuinashPhalke 

6 Harsh Salla. 
Valerue fexnandli. 
8ahiGangowane-
5akshi dadau-

10 Au JangaNa 
11Mihin oadse!ya. 
12 AMAN. alaa 
13 Anunag Kuma 
14 Abhishe k_Kumar-

16 DiKShJoi 
17Lha SUndk 
18,AMosb.samuda 

******* **** 

19 

201SwaPn Shelu 
21 Sosiya Shai 

22 ARTINJATAN 
23AH NCHN 
24 Sunees Shil -

25Hrueoardesh 
26i b halkb 

27 Aditi S:Bhale xae. 
28 

29ai Ramteke 
30 SHRAPDHAGaORAV 
31 Mern biju, 

. 

ámkkr 
S.uTU 

2 A **** ** * ****** 

33 

33hewwa-hdpeas 
3513e Khar Ladkou. 
36Ts Uklamcaa 
373ka 
38aksuPdkay 
39 Laresh_DbilLe. 
40 qulSubramaium. 

heraA 

Bhasgaa 
konaa 

AnializH 
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Induction Program 2019-20 

F.Y.BBA(CA) 
Day 1 

Session2 

Day 2 
|Session2 

(Roll No. Name 
Session1 

Session 1 
41 
42wa Nimbulkar 
43 
44 
45 
46Tansha aia b. 

A 

Tanz 
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49 on Arit 
50 Rushikack_Kamble 

A LZIMane LAnale 
53 Omkn Aoale 
54 wnaT Soni 
55ashraJ s aphe 

56 
57 Zcm boré Sanlket. 
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aghg-Aha yash agho 

59 60Ho Somh, al. 
61 
62 SaHah han Cadiu 

63 Piush Badauar 

64 
65Ash Ugadhy.a-

66 
67| 

A 
ush 

A 

68 alho 
69 Lokendra Singh Rathore 

701Devesh 
71 Pohi 
72 aTG 

73Nisangha Paordeshi 

74 raa ad Yeole 

75 PdsyaS,neld 
76 Shabbih_fathawgld 

AAN 

A 

77 

78|Sbut Gawade 
APute 79 cakGh KBhosale 

80 Pmi 
3 0mar 
83 Doushan N)unot 

HandP 
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Induction Program 2019-20 

F.Y.BBA(IB) 
Roll No. Name Day 1 Day 2 

Session 1 Session2 Session |Session2 

Sankerh K 
3 AMA Mishha 
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K 
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10 
11 Kliksan 
12 
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14 

15 Salaa Nlukar 
160anna Rothod 

17Dav Tineye 
18 han Kodre 
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21 
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23 
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Kaa 
25 
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27 gnesh Saxte 
28 Hksh Gosud a dAj 

M S 

29 
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35 Moh haan 
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38 Vinita FhaclEa 

An 
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39 

40 
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Day 1 

Session2 

Day2 

Roll No. Name 
Sessipn 1 

Session1 Session2 

41 
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43 
44 
45 Shuoeta Urole 
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49 
SO 
51 
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55 
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64 
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66 
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69 
70 Yash RanAsf 

71 Nanthtu 

72 
73 Noho Ra We} 

Nas as 

74 

75 

78 MaitaJn 
79 *********** 

80 L 
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Day 1 Day 2 

Rol No. Name |Session 1 Session2 Session1 Session2 

1 Shambhawi D. 
2 
3 CstaLaaa 
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uamcu Sia4s 6. Khah_ yhgHAIIK 
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t_ 
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Rutu 

10 

11 Omkar dherange 
12 Nais Ay_ 

13 

14 Ruya_Mali 

15 Tahimlambori 
16 
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19 Au V. lhsadazi 
20 iasad flayJodlhov 
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22 Aadesh N:Zuagn9e 
23 Nasle AaiketDilip_ 
24 bhawAA ant 

Ts S 

K ki 

25 

26 Shailesp.S. Shelt 
2gi Pausah 
28 Puana luuhfangiiyp ar gank 29 

30 OMKOR. KoKARE 
31 Vedane Potae 
32 &omnudhi Kadam 
33 SumiE_Josh 
im Malel Kiapotla 35 Zimh) fi 
36 MusKan ana 

37aiTasadlt i 38aubhu dot!gaankap 39 _da aty 
40 
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l No. |Name Day 1 Day 2 
Session 1 Session2 Session1 Session2 41 GTsha 1.Vesma 

42 Riteah:P ghinde 
43 tik ha unad 44 ou 
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46 
47 Hasshacl .:Mame 
48 Vaishnav J. 

hinde hind 
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50 
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Session2 
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