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BUSINESS COMMUNICATION

Concepts and Cases of Communication: Definition, Importance, Process, Barriers,
Essentials of effective communication, Fonns of �ommunicalion.
Reading Skills and \Vriting Techniques: Letter Writing: Body language ofletter, Differen_t types·
of business letters, Job application, Resume writing_. Report writing, organizing material,
Structuring and writing bibliography, Referencing Styles.
Effccth•e Listening and Presentation Skills: Soifsl<ills, Use of audio.:visual aids· in prese�tation,• • . ' . . . . - .. . . 

corporate meetings nnd the art of negotiatfon: Persuasive to1Iin1unication, Time ID3_nagement
The Process of Interpersonal C�m�unication: Verbal and non:..verbal commonicaticm, Oral
communication! Tone o( voice, Facial _expn;ss_ions; )3pdy Jangµag� 'and· g�stui-e, Kinesics,
OcuJesics, Pro,cemics, Bapties. 
Technology ·Enabled· Communi_ca·tfo�:. Using·techn�lpgy·i� cCJri1mt�r1ic3.fi�ri · talks, Computer

tools ·fqr pfarming. Computer fooJs:for g�the�g:a'riq colic:.<;ttng:inforrnati<:>n,.Toois.Sor.analyzing
and org�g. Tools. for writing. T9plsfor, pfeseh��t:�mes5.a.gesf Stirve;: t·ools . ., 

_ORGANIZATION B_Ei-1,A YI9Ug 

Focus and Purpose_. QB Definiti6·n&:,M�ani9g; �e��•- OB)yfodel, Roles§� fyta_niiger i�_OB, 

Ch ·11 d Op
.
portuniti�s . .:for- .:Coiifribtiting :disciplines ·and:arc:a: a cnges an . . .. . _ . . . . . . . . 

I d• ·a J B h • ur Pe·rs·o· 11-·a· 11·ty.�te�rnin°, _Atdiud�?,�Vrillies. _Perc�pt.iQn$; Mg;iv�.tion.n 1v1 ua c av10 - .· .. -.. ✓ - • Q. •. . . _ ., . . .•. . .• . . . . • 

B I - ·•• Gro· up o·· yn. amic's• jGrdµp ,Cohesiveness :&. Gte>µp Decision.:. Mriking.Group c 1av10ur - . / · ...... , . . . . . . . . . 

:Ocds·io_n-mak_ing model5.?7etfrn-B.uj!din�t _ _ ., .... . _ • . . _ . .. ., n . •T ,11·t·. Q·l·,a·11·t·,cs of a good lcadcr,.Ro_lesand rcsponsibilit.ics·ofnJ�ndcr,-Lcadcrship . �Utu s-.owc_r r, ! ·.. • •• • • · • • • • -·· • • • • •• • • • • • • •• •••• 
. .  

d I • ·· Tl caries of' leadership� Mifo•agcrial Grid; ,T1•urisnctiorial Vs Styles of lea er�. up, . 1 . • • . •. • • • • 

fc • • J Leadership, paradigm shift. Trans orm.:it1ona . . . .. . . 
•, fonal Behaviour- Comrriunicadon; Power and Authority,_Qrganization Dynamics of Orgamza 1 • • 

. . .. . . . 

Theory, m,Jture and climate, Job sa_tisfactiiln, Stress. and. Balancmg work and

a 
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Management of Change & conflict management- Organizational change, conflict 

Mnnagemcnt, Ncgotintions, OD interventions, Decentralisation. 
Intcrnntionnl OB - Global Perspectives nnd Domestic & IntcrnationaJ Corporations.

IT TOO� FOR MANAGERS
Understanding the Role of IT in Management, Essential IT Tools for Managers, Ethical and
Security Considerations, Document Creation and Presentation To�ls-Microsoft Office .Suite 
(Word, PowerPoint), Creating Professional Documents and Presentations. 

Data Analysis \\ith Spreadsheet Sofhvnrc- Microsoft Excel for D�ta Analysis, Data 

Visualization and Charts, Advanced Functions ·and Pivot Tables, Conditional° Formatting, Google 

Workspace (Docs, Slides, Sheets, google forms, google drive, file sharing, Google scholar). 

Communication. and Collaboration Tools- Email -and Calendar Management, Video 

Conferencing ·anci Webinars, cfoud Storage; s9dal me�Ua platforII1, liruced in. indeed; skype, search 

engine optimization, introducHonlojob_porya_ls.Jriteliigence Tools� rr Tools.for Strategic Planning,

Introduction to AI and ChatGpt,.Erriergin1tTrendsand Chalien�esini:f_sectouelated t� man?gers.

FINANCIAL ACCOUNTING ANri:ANALYSIS-

Accounting Concepts:. BusJness-Bntit�tMoneyMeaSUreiilent,'.Going'Concem, .,Accounting Period, 

Cost Concept; Duality AsP,ect -Conc.�pt, ·Realization ·conc:eptt ,A�cru,al a�d Mat.ching. Concept. 

Accounting· Equation., Jntemat fona� A.�cgi,inting:Matchin,�: oq n•dian and International Accounting 

Standards: AS� IAS, I_n4-AS Double' entlJ system ie>f ac�oupting,-,;�ule� -of Qebit and .. Credit,

journalizing of transa·ctions; ·rre_p�tation 9ffinal ?ccciµnts�Lec!ger; · Tratling and -Profit and Loss

Account, B.alancc Sheet� Accounting p�>licics, and stanci"a1�ds:rclated_ with depreciation�· inventory

and intangible assets. Ratfo.An_alysJS; comparative Ba.lance Sheet and rtend.Analysis
:; Concept of·

Gross and Net Working Capital, -Preparation of Schedule ·or Chn11g?s in Working Capital; Funds.

Flow Statement. 



F0NDAl\1ENTALS OF MARKETING MANAGEMENT
Introduction to Mnrkcting Environment, Mnrkcting Research, Typos of marketing, Marketing
Process, Consumer Behnviour, Mnrkcting pion, Competition; Segmentation, Targeting,
Positioning, Marketing Mix, Customer S:itisfoction; Green marketing, international marketing,
Integrated Marketing Co1nmunicntion, Marketing Information System, Demand Forecasting,
Digital Markets, Digital Goods nnd Services.

OP:ERATIONS RESEARCH
Scope and Applications, Decision-making. Linear programming, LP model, Simplex. 
Transportation, assignment,. and trn·nsshiprncnt models. Game • Theory, Sequencing Problem. 
Queuing systems, Network mo'deis. 

RESEARCH METHODOLOGY 

Types of research; Ide�1tificaJio11,,sele,gtion and .forri1ulation of th� research problem. Review of 

literature� Research Dcsi�:.Rcse.arch Appr.Of!�h Q'qve,op��f!t, ConceptuaVthcoretical research 

models, Hypothesis .. developITlen.t,. ·dt:t¢n;ninirig the types of. dc1ta required,· primary data and 

secondary data. Sample Desi��::a - popu.lati9t,1; ',sample- si?�,. sarripiing frame, sampling 
procedure� 9uestionnaire qeV<;_J(.)ppi;;nt�, ·Measurement :Scale� :test'ing or: questionnaire. Validity 

and reliabiiity of :r.es�arch instrilri1ent.• 'pata, CriJJect_1<>�1.' c1nd: Processing of data, Tools and 
Techniques of Data Analysis, R,�se�rylfP,i-oJe.9.t'and:Reference Wdting .. 

BASICS OF STATISTI(;S 

Introduction to Business. St�tjstics} :Discrete ,$ra:tis�t�$-: 'Me':1-�(inedian, mode, skewness and

kurtosis> lnferential S�aiistics.: C:6ncepJs of p'ro�iibiiitYr· Basfcs ·of sump.ling and sampling

d. :1- t' H,1,.,0 ·t11esis· dcvefonmcnfan�lhyjfoth�sisJqs;fog:.'}�tati,s\1cal �ecision theory, parametric-
1stnvu ion. . Jr . • :-t"· · , · - -.. · · , ... , -

and non-parametric.tests� 

PRINCIPLES OF MANAGEMENT-.

f 
· · ent :.. .. characteristics, Management as: Art or Science, Management Vs

Concept o managem jt..) . • • • • 
• - , . 

. . . 1 vels of management and its evolution, Theories of Management. Planning-
Admmistratton, e · · · 



principles of planning, categories nnd levels of planning, cs�ential steps in planning, Decisionmaking- characteristics of decision making, process, types nnd tools of decision making.Orgnnising- process pr'11c· t r · • • · f • • • • r. • 1 1p cs o orgomsmn, spon o mnnogcmctlt, coordmat1on-requ1S1tes ,orcoordinntion, types of coordination ond techniques of coordination. Staffing-need for properstaffing, manpower planning, recruitment, selection, placcmcnl, Directing-Authority-sources of
aulltority, use of nuthority, responsibility, Direction and Supervision, Control-steps in controlling,
essentials of effective control system, controlling nnd management functions.

OPERATIONS l\iANAGEMENT
Introduction Production and Operations Management- Concept, Classification,
Production Management Objectives, Operating System, Operations Management. Managing
Global Operations. Scope of Production and Operations Management.
Plant Location and Layout- Selecting a Suitable Location. Location Theories. Location Models,
Plant Layout, CJassification of Layou�, Design of Product_ Layout, Design of Process Layout.
1\1aterial Handling- Prindples otM.ateri�l Han,dling,_ Material .Handling Equipment, Evaluation
of Material Handling Systelll,_ guiding princiJ?l�s.
l\1aterials Manage�eilt- Material Planning,. :J>urchasirig,_ Stores Management, Inventory 

Control or Management, Stangardizatiori�. Value:Analysis, Just:1n�Time (JlT) Manufacturing. 

Production Planning and Control� Phases,.Fui:ict�onso,fPPC,: Scheduling Systems, MP�, MRP. 

Capacity Planning, Routing, Scheduling J:v.tet�oddlogy.· 

Quality Con.trol- Factors Affc.�ting Quallt:X, Inspectio�, Quality Control, Quality 

Circles. TQM, ISO and its application. -

Work Study (Tim.c an_d Motion Study):-.-factors Ii�fluencingJ'roductivity, TPM, PPM, Motion 

Study, Work Measurement, .time$tudy.-
. . . 

. . M tent- ·obiectives typ·· es, Breakdc)\vil (Reactive) Maintenance Preventive Mamtenance anagen . .., · > , • • 

. p. d' 1· Maintenance Maintenance :Schedule Tcclmiqucs. Six SigmaMaintenance, Jc 1c ivc ' 

. E .· Asset Management (EAM), Lean Maintenance, Computer Aided
Mamtcnancc, ntcrp11sc 

Total Productive Maintenance (TPM).,Maintenance, 

T Reasons for Automation, Advantages
Automation- ypes, 

Automation, Automation Strategies, Automated Flow

of Automation, Disadvantages of 

Lines, Computer Integrated 

Manufacturing. 
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CllNOLOGY & u�NOVAT10 
ond its manngcrnont,

t . & Technolo_gy, Proces 

TE . f Technology . 1nnovnt1on f; idea
t & Classifi�tion o 

. ·1y ond Jnnovnuon, . condition or 
Conccp 

J'fo cycle, ercnt1v1 of innovation. 

TechnOlogy. Technology ' 
·cnl Innovation, types

. I & Non-Tcchnologi 
Technology

of Techn0Jog1ca . b'litY 
. fertilization. d firm capa J , 

generation and innovation -
M. gement innovation an f Firm.I 

{R&D) ana -
Competitiveness 0 

Research & development , . . hts/cyber law etc.

fra e/IPRI patents/copy ng 
Transfer & Legal m 

industry, a Notion Technology.

• • of
PROJECT MANAGEMENT

. . 'fi C le Proiect Selection and Cr:itena • 

. a t ·Project Lt e ye • J 

Concept and cases of proJect manaaemen , • 
. ·p . . t .Portfolio P,rocess, Project 

. . . d r Uncertamty, r9Jec • • . 
. . 

Choice, Selection Mod�ls1. Analysts un _e .. . • . .. the ]vfatrix. and Mixed

. . . . p ·e ProJect. Organization, . 
Proposals, Proj�ct a1!d Orgamzatton, • ur . 

• . p..
. 

• . • t Plan Systems Integration,· • d' · • d the roJeC , 
Or nizational Systems. Initial Projec�_Cqor mat1on an . • 

kga . • d L. . Responsibility Chart. Networ 

The Action Plan, The ·work breakdo_wn.Structure an mear 
. . •. 

. 
, . 

. . AD",n and CPM {PDM), FJsk Analysis the Vaneties of ProJect

Techmques. PERT ( _J._Y_,.1.. . 

Tenninaticm;fiil_a� Report _writing. PMBOK.

BUSINESS ETHICS &·CORPORATE-GOVERNANCE

Ethics, Morals and Values in Bu·siness,. Ethical �ssues ·related t� Stakeholders, Ethical Issues in

managin� public limited firms. Ens1:1ring �u_stainable developmenL Glo_l;>al and N�tional

Perspectives._ G_lobal Corporate Governance·models. Claiins. of Various Stakeholders - Cadbury

Report, Changes over th� las( fev
i decades,. 0E¢D Committee Recommendations. Internal

Corporate Governance Mechai1ism:·Board ofDirect(?rS, f◄unct.fon�f Committees of Board; Code of

Conduct, whistle blowers. External G9rpor�te. Governance Mechanism: Regulators, Institutional

Investors, Corporate raiders: C.C,rporate Go:vemance �� India. CII, Kumaramangalam,.

Narayanamoorthy, Naresh Chandra, J J Irani Committee 1·eports- Legal and Regulatory Changes

-introduction and modification of Clause 49, Corporate governance� practice in lndia:·and c�ses.




