BCM3A12 PROFESSIONAL BUSINESS SKILLS

Module I
Professionalism: Meaning -Definition —Characteristics- Traits and
Qualities of a good professional - Professionalism in business -

Professional Skills: important soft skills for business success-
Professionalism in Communication: Verbal Communication: Professional
Presentation - Different Presentation Postures- Written Communication:
Email - Significance of Email in business — Email etiquette: format - rules
— dos and don‘ts - Technical Documentation: Standards—Types (15
Hours, 15marks)

Module 11
E-Learning :Introduction of electronic learning - benefits and drawbacks of
e-Learning - Online education - Digital age learners - Knowledge resources
on internet - E-books, Audio, Video and other means for e-learning-
Introduction to e-content development and tools - Online libraries — MOOCs
- The e-Learning as a service Industry - major technologies used in e-
earning- different approaches for e-Learning delivery - E-learning in India
(12 Hours, 12 marks)
Module IIT

Business Data Analysis : Features of New Generation Computers — Concept
of data analysis— Business Data Analysis — Data Analyst — Types of analysts -
organization and source of data, importance of data quality, dealing with
missing or incomplete data- Social Networking Analysis — Big Data Analysis
- Role of Data Scientist in Business & Society - Role of Artificial Intelligence
and Intelligent Agents in e-business - Ethical and Legal considerations in

Business Analytics
(18 Hours, 18marks)

Module IV

Socio - Cyber Informatics: IT and society - Digital Divide — Digital natives-
Cyber space- New opportunities and threats - Cyber ethics - Cyber-crimes -
Types - Cyber Laws — Organisations related with cyber laws-Cyber
addictions - Information overload - Health issues - e-waste and Green
Computing —Recent E-governance initiatives in India (15 Hours, 15marks)

Module V
Digital Marketing : Introduction to Digital marketing Environment —
meaning & Concept — Need for digital marketing — Advantages and



disadvantages of digital marketing -Trends in digital marketing- Types of
digital marketing — Business models in digital marketing Business to
Business (B2B), Business to Customer (B2C), Customer to Customer (C2C),
Business to Employees (B2E), Business to Government (B2G) - Online
advertising - types of online advertising - Top e-commerce websites around
the world and its scenario in India. PPC (Pay per Click) advertising —
Search engine Analytics — search engine ads — social media channels and

ads
(20 Hours, 20marks)






