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Subject Code: |’
Hours: 5
Credits: 5

=15 C o, 11- Semester
Core Course—1¥: MARKETING

Learning Objective: To provide basic knowledge on marketing theory and practice.
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(B.Com, 2008-2009 anvearids Sulyjoct Code: ]?}Bﬁc’n —2}-5}
Hours: O
Credits: 5 -
=150 omn., HTE-Semester

wlied Course 11 COMPUTER APPLICATION IN Bl SINESS

v handlhing

] tudents 1o the
oductivaty i an ollice

Unit-1: Introduction to Computers - Hardware — Software - Recent D:»L]‘-'-'-Pﬂh-ml"- Imﬂnﬂ
E-Mail and WWW- Micro Soft Word- "-.I.,irtmg W ul'd Features of Word Screen =
Editing Data -~ Formatting Tum - Pag oul
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Allied Course VIH-OFFICE MANAGEMENT

Learning Objectives:
. To lewrn ihe mechamisms in ollice adimiimstration
sn documents

¥
2 To familiarise the students about the preparation ol busim

Unit -1
OiMice Managemen Meaning — Elements of Ofhice Management — Functions ol
(OMTice Management

Types of Organisation

Unit - 2
Office organisation — Delimtion Characteristics and Sleps

- Principles of an Organisation
Importance Objectives Filing essentials -

Umit- 3
Management
Modern methods of filing-E-Methods.

Office Record
Classification — Arrangement ol files
Unit- 4

Modernisation of Office  Equipment: Office Machines Policies Guding
Mechanisation — Objectives ol Mechanisation — Types of Machines

Unit -5
Office Reports Meaning ~ Objective Types ol Reports - Functions — Layout

- Dr.C.B.Gupta Sultan Chand Publications.

Text Books:
mar and R.Mittal, Anmol Publications PVT.

1. Office Organisation and Management
2. Office Organisation and Management = N.Ku

Ltd., New Delhi.

Reference Books:

1. Office Management — Dr.T.S.Devanarayanan, N.S.Ragunathan., Margham Publications
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Candidates ldmlttullnthﬂcldmcwr 12 onwards

FOR ALL UG COURSES
SnﬂSldllsDwolopment

Learning Objective

Todq‘lwnrldhillaboutnlmmup,mmm B oneself, one's

lmmmMp-uhm-mwﬂnmmm This paper intends to

eummmmmmmhmmm life.

Unit I

Knnwwﬂldum-din;ﬁf

Intreduction to Soft skills-Self discovery-Developing positive attitude-Improving
perceptions-Forming values

Unit IT

Interpersonal Skills/ nding Others :
Developing tlhrpm‘::: "r:-tlouilp-'l‘un building-growp dynamics-Net working-
Improved work relationship -

Unit ID

Communication Skills / Communication with others

Art of listening-Art of reading-Art of speaking-Art of writing-Art of writing e-mails-¢
mall etiquette

leuw Skills / Working with Others i
Drulnpl:.g body language-Practising etiquette and mansérim-Time mapagement-
Stress management

Unit¥V

. e AmserSsew sills-Group discasion- Mock Indsrview-Mock GD ~ Gol
Seliag Self/ Job Hunting |

setting - Career planning
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Learning Objective: Ta make the non-commearnce guden

seope and functionss [istinetion

Financial Siatement Analysis -
Trend Annlysis

IJH|T-|:H:’!InIguﬂﬂl Accounting Meating. (Ibjectives.
t;erwm i'_mlru?:lnl .-hf:s:uunnng and Managemen! Acconnting -
omparative Financial Statement - Comimon S1ze Stntement
T,:::-?h Ratio .lu.;lml!rsis-, seaning, (lnssihication of Ranios - Uges and | juataiions of Ratio
ysis - Caleulation of Ratios | Financial Statements 10 Ratios)

UNIT-100E - i '

. i F’und._ﬂurw Ell;mmt. Meaning, Objectives and Lises - Preparanon of Funds
Statement. Cash flow _taulndﬂ_ . Meaning, Objectives and Uses - Preparalivh) of Cash

wa Meaning, Features and M

s P it Ments - Brenk-even analysis B
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fmitations of Budgetary Control - Production
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