1. Module-1: Writing Letters, Memos, E-mail

In all types of written communication, it is important to maintain professionalism, use proper grammar
and punctuation, and tailor the message to the intended audience. Consider the appropriate medium
(letter, memo, or email) based on the context and the level of formality required. When writing memos or
e-mails, it is important to consider the audience, purpose, and desired outcome of the communication.
Tailor the tone, level of formality, and content according to the recipient and the context in which the
communication is taking place.

1. Writing Routines:

e Routines refer to everyday communication, such as inquiries, requests, acknowledgments, and
routine reports.

e Follow a specific structure for routine messages, including an introduction, main body, and
conclusion.

e Begin with a clear and concise subject line or heading.

o Use a polite and professional tone throughout the message.

e Clearly state the purpose or objective of the message.

e Provide necessary details and supporting information.

e End the message with a courteous closing and a call to action if required.

e Proofread the message for clarity, grammar, and punctuation.
Writing Good-News & Goodwill Messages:

e Good-news messages are meant to deliver positive information or news.

e Begin with a friendly and positive tone.

o Clearly state the good news or positive message.

o Use a sincere and appreciative tone to express gratitude or congratulations.

o Provide any necessary details or instructions related to the good news.

o Close the message on a positive note, encouraging further communication or action if applicable.
Writing Bad-News Messages:

o Bad-news messages require sensitivity and careful wording to convey negative information
without causing undue distress.

o Begin with a neutral or positive buffer statement to ease the impact of the bad news.

e Clearly and concisely deliver the bad news, avoiding ambiguity or excessive details.

e Provide a clear and honest explanation for the decision or situation.

e Offer alternative solutions or options if available.

o Express empathy and understanding towards the recipient's feelings.

e Close the message on a positive note, focusing on maintaining a professional relationship.

. Writing Persuasive Messages:

e Persuasive messages aim to influence the recipient's thoughts, beliefs, or actions.

o Clearly identify the objective or desired outcome of the message.

e Understand the audience's needs, interests, and motivations.

e Present a well-structured argument using logical reasoning and supporting evidence.

e Anticipate and address potential counterarguments or objections.

o Use persuasive language and rhetorical devices to engage the reader.

e Include a clear call to action and provide any necessary instructions or next steps.

o Conclude with a compelling summary or reminder of the main points.

Memos (Memorandums):

e Memos are internal communication documents used within organizations to convey information,
directives, or announcements.

o Use a concise and professional writing style.

e Begin with a clear and specific subject line to indicate the purpose of the memo.



e Include a header with the date, sender, recipient, and subject.

o Start with a brief introduction that provides context and background information.

e Use headings and subheadings to organize the content.

o Present information in a logical and coherent manner.

o Keep paragraphs short and focused, and use bullet points or numbered lists for important details.
e Use a professional and respectful tone throughout the memo.

e Include any necessary attachments or supporting documents.

o End the memo with a clear call to action or summary of the main points.

e Proofread the memo for clarity, grammar, and punctuation.

e E-mail is a widely used electronic communication method for both internal and external
purposes.

o Follow proper e-mail etiquette to ensure effective communication.

e Use a clear and concise subject line that reflects the content of the e-mail.

e Address the recipient appropriately, using their name and a respectful salutation.

o Use a professional tone, avoiding overly casual language or jargon.

e Keep the e-mail concise and to the point, focusing on the main message.

o Use paragraphs and formatting to improve readability.

e Include a clear introduction, body, and conclusion.

o Use bullet points or numbered lists for important information or instructions.

e Avoid writing in all caps or using excessive punctuation.

o Use proper grammar, spelling, and punctuation.

e Sign off with an appropriate closing and your name, title, and contact information.

o Review and proofread the e-mail before sending it.

Module -2: Designing & Delivering Oral Presentations

When designing and delivering oral presentations, it is crucial to practice your presentation multiple
times to become familiar with the content, flow, and timing. Consider the venue, equipment, and
technical aspects to ensure a smooth delivery. Engage the audience through active listening, nonverbal
cues, and interactive elements to create an impactful and memorable presentation.

Planning an Oral Presentation:

e Determine the purpose and objectives of your presentation. Identify what you want to achieve
and the key message you want to convey.

e Analyze your audience to understand their background, knowledge, and expectations. Adapt
your content and delivery style accordingly.

o Conduct thorough research on your topic to gather relevant information and supporting evidence.

e Organize your presentation in a logical structure, including an introduction, main body, and
conclusion.

e Develop a clear and concise thesis statement that outlines the central idea of your presentation.

e Create an outline or storyboard to visualize the flow and sequence of your content.

Writing an Oral Presentation:

o Use a conversational and engaging tone to connect with your audience.

o Start with a captivating opening to grab the audience's attention and establish rapport.
o Clearly state the purpose and agenda of your presentation in the introduction.

e Use transitions to smoothly guide the audience through different sections or points.



e Provide context and background information to help the audience understand the topic.

o Use visual aids such as slides, charts, or graphs to support your key points.

o Use effective storytelling techniques to make your presentation more memorable.

e Break down complex information into smaller, understandable chunks.

o Use examples, anecdotes, and real-life scenarios to illustrate your points.

o Incorporate rhetorical devices like repetition, rhetorical questions, and parallel structure to
enhance your delivery.

o Summarize and reinforce key points throughout the presentation.

e Conclude with a strong closing that leaves a lasting impression on the audience.

Enhancing Oral Presentations with Visual Aids:

e Choose appropriate visual aids that complement and enhance your content.

o Create visually appealing slides or overhead transparencies with clear and concise information.

e Use a consistent and professional design template for your visual aids.

o Limit the amount of text on each slide and use bullet points or keywords instead of lengthy
sentences.

o Use high-quality images, charts, or graphs to support your points visually.

e Use animations or transitions sparingly to avoid distracting the audience.

o Practice your presentation with the visual aids to ensure smooth integration and timing.

e Maintain eye contact with the audience and refer to the visual aids as necessary.

o Explain and interpret the information presented on the visual aids to ensure clarity.

e Be prepared to answer questions or provide additional information related to the visual aids.

Module -3: Writing employment messages and interviewing for jobs

It is important to customize your resume and application letter for each job application, highlighting the
most relevant qualifications and experiences. Practice interviewing with a friend or mentor to gain
confidence and refine your responses. Keep track of your job search progress and follow up
appropriately to stay engaged and increase your chances of success.

Writing Resumes:

o Start by gathering all relevant information about your education, work experience, skills, and
achievements.

e Choose a professional resume format, such as chronological, functional, or combination, based
on your background and career goals.

e Begin with a concise and compelling summary or objective statement that highlights your
qualifications and career objectives.

e Include a clear and organized section for your education, listing your degrees, institutions, and
any relevant coursework or honors.

o Highlight your work experience, emphasizing your responsibilities, accomplishments, and skills
acquired in each role.

e Use action verbs and quantifiable achievements to make your resume more impactful.

e Include a section for your skills, both hard and soft, that are relevant to the position you are
applying for.

e Add any certifications, training programs, or professional affiliations that showcase your
expertise.

o Include a section for additional information, such as language proficiency, volunteer work, or
extracurricular activities.

o Tailor your resume to each job application by aligning your qualifications with the job
requirements.



e Use a clean and professional design with consistent formatting, bullet points, and appropriate
headings.
e Proofread your resume thoroughly to ensure it is error-free and well-polished.

Writing Application Letters:

e Address the letter to the appropriate person or hiring manager, using their name if possible.

o Start with a strong and personalized opening paragraph that captures the reader's attention and
expresses your interest in the position.

e Clearly state the purpose of your letter and the specific job you are applying for.

o Highlight your qualifications, skills, and experiences that make you a suitable candidate for the
position.

e Provide specific examples and achievements that demonstrate your abilities and align with the
job requirements.

e Show enthusiasm and passion for the role and the company, expressing your desire to contribute
to their success.

e Explain how your background and skills align with the company's values, mission, or industry

trends.

e Request an opportunity for an interview and provide your contact information for further
communication.

e End the letter with a polite and professional closing, such as "Sincerely" or "Thank you for your
consideration."

e Proofread the letter carefully to ensure it is well-written, error-free, and tailored to the specific
job application.

Interviewing for Employment and Following Up:

o Research the company and the position you are applying for to gather information and prepare
yourself.

e Anticipate common interview questions and prepare thoughtful and concise answers.

e Practice your responses, focusing on your skills, experiences, and achievements that are relevant
to the job.

e Dress professionally and arrive on time for the interview, showing respect for the process and the
interviewer's time.

e During the interview, maintain good eye contact, use confident body language, and speak clearly
and concisely.

o Listen actively to the interviewer's questions and provide thoughtful responses.

o Ask intelligent questions about the company, the position, and the work environment to
demonstrate your interest and engagement.

o Showcase your skills and experiences through specific examples and stories.

o Highlight your problem-solving abilities, adaptability, teamwork, and communication skills.

e After the interview, send a thank-you note or email to express your appreciation for the
opportunity and reiterate your interest in the position.

e If you don't hear back within the specified time frame, follow up with a polite inquiry to inquire
about the status of your application.

e Reflect on the interview and learn from the experience, regardless of the outcome, to improve
your performance in future interviews.

Module-4: Group Discussion & Business Etiquettes

Group discussions can be an effective way to exchange ideas, enhance critical thinking, and arrive at
well-informed decisions. It is important to maintain a respectful and collaborative environment during



group discussions. Business etiquette plays a crucial role in building professional relationships and
fostering a positive work environment.

Types of Group Discussion:

1.

2.

Formal Group Discussion: This type is conducted in a structured manner, usually in academic or
professional settings, where participants discuss a specific topic or problem.

Informal Group Discussion: This type occurs in casual settings and involves spontaneous
discussions among individuals sharing their opinions and ideas on various topics.

Role Functions in Group Discussion:

1.

nhkw

Leader: Takes charge of the discussion, ensures everyone's participation, maintains focus, and
guides the group towards a conclusion.

Facilitator: Helps in maintaining a constructive and positive atmosphere, encourages
participation, and manages any conflicts that arise.

Recorder: Takes notes of key points, ideas, and conclusions reached during the discussion.
Timekeeper: Keeps track of time and ensures the discussion stays within the allotted time frame.
Participant: Actively engages in the discussion, shares opinions, provides inputs, and listens to
others' viewpoints.

Non-functional Behavior Patterns in Group Discussion:

1.

2.

Dominating: Overpowering the discussion by constantly speaking, interrupting others, and not
allowing equal participation.

Withdrawing: Remaining silent, not contributing to the discussion, and disengaging from the
group.

Aggressiveness: Displaying hostile or confrontational behavior towards others' ideas,
interrupting or belittling them.

Blocking: Rejecting or dismissing others' ideas without considering them or providing valid
reasoning.

Side-talking: Engaging in private conversations with a few members, excluding others from the
discussion.

Guidelines for Effective Group Discussions:

1.

2.

Preparation: Familiarize yourself with the topic, gather relevant information, and organize your
thoughts before the discussion.

Active Listening: Pay attention to others' ideas, show respect, and avoid interrupting. Seek
clarification when needed.

Respectful Communication: Express your opinions politely, avoid personal attacks, and be open
to different perspectives.

Constructive Feedback: Provide feedback in a constructive and supportive manner, focusing on
ideas rather than individuals.

Collaboration: Encourage collaboration and cooperation among group members, fostering a
conducive environment for sharing ideas.

Time Management: Adhere to the allotted time frame, allowing everyone a fair opportunity to
contribute.

Focus on the Topic: Stay on track, avoid digressions, and maintain a clear focus on the
discussion objective.

Conclusion and Summarization: Summarize the main points and conclusions reached at the end
of the discussion.

Flexibility: Be open to changing your viewpoint based on new information or persuasive
arguments presented by others.



Business Etiquettes:

e Dress appropriately for the business setting, following the company's dress code guidelines.

e Arrive on time for meetings and appointments, showing respect for others' time.

e Maintain a professional demeanor, being polite, respectful, and courteous to colleagues,
superiors, and clients.

e Use proper language and avoid slang or offensive language in professional settings.

o Practice active listening during conversations, giving your full attention to the speaker and
avoiding distractions.

o Use appropriate body language, including maintaining eye contact, nodding to show
understanding, and avoiding distracting gestures.

o Respect personal and professional boundaries, maintaining confidentiality and avoiding gossip or
inappropriate discussions.

o Use technology devices appropriately, such as silencing your phone during meetings and
refraining from excessive use.

o Follow email etiquette, including clear and concise communication, proper salutations and
signatures, and timely responses.

o Be mindful of cultural differences and diversity in the workplace, showing respect and sensitivity
to different backgrounds.

o Follow company policies and guidelines, including those related to conflicts of interest, use of
company resources, and professional conduct.



