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Objectives of the Course:

1. **Active Listening Mastery:*

- lﬁvelop active listening skllls for comprehensive understanding.
- ne verbal and non—verbal commumcatlon finesse.

- ess the nuances of email communication in a workplace
cnvmment.
4. **Team Building Appreciation:**
- Instill an understanding of the significance of team building exercises.
- Prov:de practical insights into fostering collaboration within teams.

By ach.levmg these objectives, students will gain a comprehensive skill set
m__.;_ 've hstemng, pubhc speaking, professional email writing, and team

irse (CO)Learnerwillbeableto. ik
yze different communication styles and understand

e listening slulls and questioning styles to explore
> understanding.
sponse styles; approach and effectively mediate

build and maintain trust and increase your
ence in the workplace.
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| Unit | Topics

| » Effective Communication
‘ 1. Art Of Listening
» Introduction
| o What is listening?
' « Benefits of active listening
‘ « Factors that hamper listening
| « Common poor listening habits.
2. Art Of Speaking
‘ « Art of public speaking
‘ « Importance of public speaking
« Public speaking tips
( « Overcoming fear of public speaking
3. Art Of Writing E-mail
« Introduction
» The mail magic
« Use appropriate salutations
« Make the subject matter significant
« Read before pressing the “send” button—Be
polite, and reciprocate good deeds

2 » Team building
1. Body Language
2. Body language in building inter personal relations —
> Skill needed for teamwork
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m\utes of the meeting: The meeting of BOS members was organized ?
- on 2™ March, 2023 at 11.30am and different aspects of the syllabus :
J* ‘were discussed threadbare and finally unanimously approved by the
 members of the BOS.
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