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The book will be useful for the undergraduate student community at large; since
communication skills are essential for all courses at all times whether it is the Sciences
or Humanities or a Professional Course. The book has covered most topics based on the
syllabi of Communication Skills in various universities. Professional Communication
covers all core components of effective communication that will benefit the students in
all domains. It has a section on understanding the nature of communication, its process,
verbal and non-verbal communication, how to become effective communicators by
avoiding barriers that can hamper the outcome of a communication event in our personal
and professional lives. Further the book dwells on writing effective business letters which
is very essential for a professional. A chapter on Technical writing and description is
included to help understand the style necessary for scientific writing. A chapter on
developing language skills includes Grammar and vocabulary, and another on reading
comprehension and summarization along with paragraph writing, has been
incorporated. These are the tools which facilitate the everyday use of the English
language. The book aims to help the readers use the English language even as they learn
to communicate effectively by understanding how to acquire good reading, writing,
listening and speaking skills along with appropriate body language.
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