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Objectives:

1. Freshers are ready to learn and
experiment innovative ideas for the
company.

2. Freshers thrive and stick around for a
long time with the organization.

3. Company can start hiring freshers with

lesser salaries and get much more in
return.
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BASIC INTRODUCTION TO THE GROUP -

BUSINESS COMMUNICATION ASSIGNMENT
|SEM 4, JANUARY 2023.

TOPIC - TELEPHONIC ETIQUETTE

ANUSHRI PRASADE - 3802
LALITA KUMAWAT- 3804
HRITHIKA KAHOL - 3805
YUKTA PILLAY - 3811
ARYA VARDHAMAN - 3812
JYOTISHREE RAUT - 3818

About the etiquette -
(What is Telephonic etiquette)

Communication through a Telephone plays a significant role in any Business organisation.
The modernization and digitalization of Businesses have led to various channels of
communication, such as automated answering machines, texting, emails, etc. However,
some people still prefer Telephone communication. It always gives a personal touch, more

IMPORTANCE OF TELEPHONIC|ETIQUETTE -

In business and your personal life, first impressions are important. First impressions, mare
often than not affect the long-term reputation of the company. Telephone conversations can
be the first form of communication a customer has with a business.

If a customer has a bad experience on the phone, they may have a negative view of the
business that never changes; no matter how hard you try. Having good telephone etiquette
plays a large part in maintaining a strong connection with your customers and ensuring an
air of professionalism. Good telephone etiquette can separate you from the rest of the
market and encourage customers to call back once more.

O @

Message delivered through the skit -

As our skit displays the difference between good and bad telephone etiquette and how the
b good etiquette helps the Business but the bad etiquette puts the business in certain loss.
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SY BCOM - Business Communication
Semester III & Sem IV

Participative Learning:
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BUSINESS MANAGEMENT ASSIGNMENT 1
(Submitted to Jyoti Chintan Ma’am)

NAME CLASS ROLL NO
DALE HALSTEAD SY B.COM C 3403
AKANCHHA YADAV | SY B.COM C 3466

CASE STUDY: DIRECTING

CASE STUDY
'O.K', said Chidambaram, the marketing manager, at the annual sales meeting. "We
must beat last year's sales by at least 20%. I am leaving it up to each of you
divisional sales managers to determine exactly how you will do the job in your
division. Let me have your views for review by next Friday. Any questions.
There were no questions and the meeting was over.

REPORT ANALYSIS: DIRECTING

Through this case study, we observe Mr. Chidambaram’s attitude and approach
towards his employees in the meeting. His approach portrayed lack of delegation,
incomplete forecasting, lack of team management skills, strategic implementation
skills and consequently low employee turnover.

To interpret his approach, firstly there is a lack of delegation skills as he expects
the employees to come up with their own strategies and achieve their targets. Such
dependability can lead to frustrated employees and therefore not contribute to the
success and growth of the firm. Secondly, in the annual sales meeting, there was no
strong forecasting that was discussed with all the team members which can
blindside the employees and weaken their resolve to fulfill the company objectives.
Forecasting is valuable to businesses as it gives the ability to make informed
business decisions and develop success driven strategies and tackle any
(predictable or unpredictable) barriers in the future. To further add, in this case Mr.
Chidambaram lacks team management skills and as such doesn’t share a common
objective with his team to achieve their individual and collective targets and as a
result he is not able to manage and delegate the team to achieve the set target,
therefore reducing work productivity and performance to a minikcule percentage.
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Example: Tata Group is an excellent example of Directing. Ratan Tata is a
formidable force. Through his initiatives and effort, he is able to direct and guide
his employees therefore pushing their limits and driving them to sucecess. Through
his Committees he is able to manage and formulate policies effectively, and as such
there is smooth functioning and cooperation with his employees and that is majorly
due to top-notch directing.

BIBLIOGRAPHY

Book Name: Management- Theory and Practice
Author Name: C.B Gupta
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St. Mira’s College For Girls, Pune
Autonomous (Affiliated to Savitribai Phule Pune University)
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College Code:- 013

Circular No:- Date:- 03.09.2022

CIRCULAR

On 12" September 2022 from 12pm onwards, a Guest lecture will be
organized for FY BCom and FY BA students on ‘A Success Story of an
Entrepreneur’ by the commerce department in room no 301.
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St. Mira's College for Girls and Centre for Women Entrepreneurship, Pune
Autonomous Affiliated to Savitribai Phule Pune University

A Success Story of an Entrepreneur

Self-Driven Activity: CWE & IIC
FY BA & BCOM - 12'" September 2022
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Self-Driven Activity: CWE & IIC
FY BA & BCOM — 12" September 2022
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St. Mira’s College for Girls, Pune
Affiliated to Savitribai Phule Pune University

Department of Commerce

Self-Driven Activity - CWE & 1IC

{Guest Lecture for the year 2022-2023}

On 12" September 2022, a Guest lecture was organized for FY BCom and FY BA
students on the subject ‘A Success Story of an Entrepreneur’ in Room no 301.

The session was interactive and gave students, insights on how to successfully run a
business. The speaker also shared the challenges she faced successfully in her
entrepreneurial journey.

There were 60 students who participated in this session.

Jyoti Chintan
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StMira's Coilege Tor Girls and Centre for Women Entreprencurship, Pune
Autonomous -(Affliated to Saviteibai Phole Pune University)
ASUCCESS STORY OF AN ENTREPRENEUR -120h September 2022
Class: 1Y Beom & Y BA Business Entreprencurship
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CIRCULAR

On 13" September 2022, from 12pm onwards, a Guest lecture will be
organized for Sy BCom students on ‘Effective ways of writing Business
Reports’ by the commerce department in room no 301.
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St. Mira’s College for Girls, Pune
Autonomous — Affiliated to Savitribai Phule Pune University

Commerce Department

A Guest L ecture
(For the year 2022-2023)

On 13" September, 2022, a Guest lecture was organized in room no 301, on ‘Effective ways
of writing Business Reports’ for the Sy BCom students. Ms. Anoushka Sachdev Alumni
serves as the technical coordinator for Northern Trust.

The speaker focused on how to write a good business report, and how to construct
appropriate words for a statement in a report, she also emphasized that report writing needs a
thorough knowledge and research of a subject.

There were fifty participants were present for this session. It was a very interactive session;
and provided students with a useful insight to write a good report.
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St. Mira’s College for Girls, Pune
(Autonomous — Affiliated to Savitribai Phule Pune University)
Pictures: 1 & 2
Guest Lectures on Effective Report Writing Skills
13.09.2022
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Guest Lectures on Effective Report Writing Skills
13.09.2022

Picture: 2

REPORT - Etymology
The term ‘Report’ is originated from the Latin word
= ‘reportare’ that refers to carry back. Therefore, to
report means to describe some event carried back to a
person who was not present

Business Report
Definition: Business Report implies a formal document

that presents facts, information, arguments, statistical
data, analysis of research, etc. related to business interest,
in a systematic manner. It is factual, orderly and unbiased
communication, prepared to serve a business purpose. It
is an analysis, evaluation, assessment OF review of specific

events, issues, set of circumstances, etc which concerns.
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S Mea’s College for Girls, Pune
Auntonomons (Afhliated to Savitribai Phule Pune University)
Eyvent Name: Ftfective W ays of Writing Business Reports,

Venue: Room no., 301,

Time @ R2pm onwards Date: 13/09/2022
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