ISHAR JYOT DEGREE COLLEGE FOR WOMEN, PEHOWA
Lesson Plan: Communication in Professional Life
Course Title: Communication in Professional Life
Course Code: B23-SEC-310
Course Type: SEC-3
Semester: III
Teacher: Ms. ROHINA KHAN
	Month
	Unit / Topic
	Method
	Teaching Aid

	August
	Unit I – Communication Concepts
• Importance and Purpose
• Strategies for Effective Communication
• Essentials of Good Communication
• Body Language
	Lecture and Demonstration method 
	PPT, Videos, Group Discussion, Smart Board

	September
	Unit II – Grammar for Communication
• Noun, Adverb, Relative Clauses
• Sentence Types
	Explanation and Practice Worksheets
	Grammar Charts, Smart Board

	October
	Unit III – Professional Communication
• Group Discussion
• Job Interviews
• Resume Writing
• Business Meetings (Agenda, Summarizing)
	Mock Sessions, Peer Review, Agenda Writing
	Sample Resumes, Interview Scripts, Board Work, Class test

	November
	Unit IV – Written Business Communication
• Formal Email
• Notice
• Press Release
• Business Reports
	Writing Tasks and Format Analysis
	Smart Board, Samples, Printed Templates, Students’ presentation




