














 
 

Department of English 

Osmania Univeristy 

BA (Voc) Communicative English  

CBCS - Semester V – Generic Elective 

 

                                           English for Career Building                         4 credits 

 

 

Unit 1  

Attitude, Etiquette, Introducing oneself, Handling Emotions, Problem solving, Holding a 

Conversation, Phone Conversations, Body Language 

 

Unit 2 

Professional Vocabulary, Writing an Email, Data Interpretation, Listening and Reporting, Team 

Work, Presentation Skills,  

 

Unit 3 

Group Discussion - Initiating, Analysing, Agreeing, Disagreeing, Concluding and Summarising, 

Structured and Unstructured GDs, Kinds of Topics for GD 

 

Unit 4 

Responding to a Job Advertisement, Writing a Covering Letter, Difference between Resume and CV, 

Building Objectives, Strengths & Areas of Improvement, Networking, Continued Learning and 

Growth 

 

Suggested Reading 

 

Smith, L. R. (2005). English for Careers: Business, Professional, and Technical. United 

Kingdom: Pearson Prentice Hall. 

English for Careers Creative Media. (1992). United States: Prentice Hall PTR. 

Galanes, G. J., Brilhart, J. K. (1992). Effective Group Discussion. United Kingdom: W.C. Brown 

Publishers. 

Cavert, C. (1999). Games (& Other Stuff) for Group. United States: Wood 'N' Barnes Pub. 

Group Discussion: A Practical Guide to Participation and Leadership, Fourth 

Edition. (2006). (n.p.): Waveland Press. 







 
 

Department of English 

Osmania University 

CBCS - VI Semester - Communicative English 

 

English Communication for Specific Purposes  

 

 

Unit 1 – Media 

Simple Language, Formal English, Conciseness, Word Count, Direct and Indirect Speech 

Organization of Report, Tone of Writing, Checking Facts, Adding Opinion, Ethics of reporting 

 

Unit 2 - Advertising 

Defining a product or a Service, Choosing Context, Building Content, Keywords, Focus Areas, 

Slogan Writing, Using Images, Print Advertisements, Multimedia Advertisements 

 

Unit 3 – Technical Writing 

Presenting Facts, Writing for Intended Audience, Comprehensiveness, Logical Cohesion, Sequencing, 

Action Oriented Sentences, Organisation, Developing a User Manual 

 

 Unit 4 – Academic Writing 

Planning, Focus area, Formal Writing, Precision, Objectivity, Accuracy, Hedging, Analysis, 

Organisation, Planning, Drafting, Publishing 

 

Suggested Reading 

 

Greg, M. (1994). Words in Ads. London: Green Gate Publishing Services. 

Leech, G. N. (1966). English in Advertising. London: Longman. 

Reah, D. (2002). The Language of Newspapers. United Kingdom: Routledge. 

Cambridge English For The Media. (2009). United Kingdom: Cambridge University Press. 

Aslan, E., Jaworska, S., Jones, R. H. (2020). Language and Media: A Resource Book for 

Students. United Kingdom: Taylor & Francis. 

Sword, H. (2012). Stylish Academic Writing. United States: Harvard University Press. 

Garbati, J., Samuels, B. (2018). Mastering Academic Writing. United Kingdom: SAGE Publications. 

Basu, B. N. (2007). Technical Writing. India: PHI Learning. 

Laplante, P. A. (2018). Technical Writing: A Practical Guide for Engineers, Scientists, and 

Nontechnical Professionals, Second Edition. United States: CRC Press. 


