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B.Sc. Management (Public) General (External) Degree

COURSE UNIT DETAILS -

Course Unit Code MEX 1007

Course Unit Title Compulsory English
Number of Credits Non Credit Course
Year Number 01

Medium English

Rationale

This is non- credit elementary course on professional communication in English, comments in at a
basic level and touching upon the fundamentals of language. A pre - intermediate level of language
proficiency would be adequate for a student to enroll in the course. This course seeks to develop all
four language competencies in the areas if reading, writing, listening and speaking skills in relation to

business communication. In addition, grammar and vocabulary are also extensively discussed.

Course Unit Objectives

e Develop writing, reading speaking and listening skills of students with regards to English
language

e Equip them with knowledge and skills related to Business English Sri Lanka.

Expected Learning Outcomes

At the end of the course, the student will be able to,

1. Use the English language in a considerably grammatical and accurate manner in writing and
speaking.

2. Compose formal letters, reports and other business related documents for given context.

3. Conduct successful presentations and meetings.

4. Use English more appropriately and with greater confidence, both in personal life and in the
business context.

5. English more effectively and efficiently in business communication (in English) in the

organizational context.
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9 | Content
Main Topics Sub Topics Number of
Hours
1. Grammatical 1.1 Parts of Speech 08 hrs
Foundation | 1.2 Tenses- Present, past, future
1.3 Sentence Structures
1.4 Making questions and negation
2. Grammatical 2.1 Active voice and passive voice 08 hrs
Foundation 11 2.2 Conditionals
2.3 Reported Speech
2.4 Prepositions and articles
3. Basic Aspects of 3.1 Greeting others 08 hrs
Communication 3.2 Agreeing and disagreeing
3.3 Asking for and giving advice and opinions
3.4 Giving instructions
4. Composition 4.1 Describing people and objects 08 hrs
4.2 Describing graphs
4.3 Writing paragraphs (topic sentence and supporting
ideas, punctuation)
5. Business 5.1 Telephone etiquette 08 hrs
Correspondence 5.2 Memos
5.3 E-mails
5.4 Letters of inquiry, request and complaint
5.5 Cover letters
6. Communication Within | 6.1 Memos 06 hrs
the Organization 6.2 Notices
6.3 Meetings: writing minutes, negotiating, meeting
etiquette
7. Report Writing 7.1 Structure of reports 08 hrs
(Information — only 7.2 Language in report writing
reports)
8. Presentation Skills 8.1 Structure of presentation 08 hrs
8.2 paralinguistic features associated with presenting
Visual aids
9. Reading Skills 9.1 Scanning, skimming, inferring 08 hrs
9.2 Reading comprehension
10. Business Jargon 10.1 Business related vocabulary 05 hrs

10.2 Business idioms and expressions

10

Mode of Study

Lectures, seminars, course manuals, workshops, assignments
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11 Evaluation 100% Final Exam
12 Recommended 1. Timothy,R.Foster.2002.Business English: Better business
Readings writing.Kogan page:UK

2.

3.

Andrew,Bradbury.2000.Succeful Presentation Skills.
Kogan Page:UK

Murphy,Raymond.2000. Murphy’s English Grammar. A
Self-Study Reference and Practice Book for Intermediate
Students of English with answers: 3™ Edition. Cambridge
University Press

Leo,Jones.1996.Business English: New international
business English: Student’s book: Workbook: 3 Audio
Cassettes. University Press: UK
Andrew,Bradbury.2000.Successful Presentation Skills.
Kogan Page:UK

Blundel,Richard.1998.Effective Business Communication.
Prentice Hall
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a) Basu, R., 2005. Public Administration: Concepts and Theories. 4™ ed. New Delhi: Sterling
Publishers Pvt. Ltd.
b) Bhagwan, V. and Bhushan, V., 2009. Public Administration. New Delhi: S. Chand &
Company Ltd.
c) Nigro, FA. and Nigro, LG., 1989. Modern Public Administration. 7" ed. Harper Collins
Publishers
d) Naidu, S. P. (2005). Public administration: Concepts and theories. New Age International.
e) Osborne, S. (2010). The New Public Governance? Emerging Perspectives on the Theory and
Practice of Public Governance; Routledge.
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f) Peters, BG. and Pierre, J., 2003. A Handbook on Public Administration. Sage Publication Ltd,
London.

g) Rao, CNS., 2006. Max Weber and His Thoughts. In: Sociology. New Delhi: S. Chand &
Company Ltd. Ch. 52.

h) Shafritz, J., Russell, E. W., Borick, C., & Hyde, A. (2016). Introducing public administration.
Routledge.

i) Warnapala, WAS., 2009. Civil Service Administration in Ceylon. Colombo: Department of
Education Publication
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1. Blau, P.M., Bureaucracy in Modern Society, New York, Random House, (1956).
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Etzioni A. Modern Organizations, Englewood Cliffss, N.J. Prentice Hall,Inc. 1964

Luthans F., Organizational Behavior, Recient Editin, McGrawHill, Inc.

Maslow A.H. Motivation and Personality, New York, Harper and Row, 1970
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&) D Colman and f Nixon (1994), Economics of Change in Less Developed Countries, Harvester
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1) Warner,J.M., Human Resource Development; Foundation, Framework and applications (2006),

Indian edition

2) Noe, R.A, Employee Training and Development (2009), tata Mc Graw-Hill Edition
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