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VISION
"To provide quality education to reach the un-reached"

M ISSION

To conduct research, teaching and outreach programmes to improve conditions of human living

To offer a wide variety of off-campus educational and training programs, including the use of

information technology, to individuals and groups.

% To develop partnership with industries and government so as to improve the quality of the
workplace and to serve as catalyst for economic and cultural development

% To provide quality / inclusive education, especially for the rural and undreached segments of
economically downtrodden students including women, socially opp, d and differently abled
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NAME OF THE PROGRAMME: Bachelor of Business Administration - Aviation Management
PREAMBLE

The Department of Business Administration
BBA in Aviation Management under the Choice Ba
and mdustry requwements The programme com nes core bu

nmaniam Sundaranar
tem (CBCS) in line wi
dministration concept

iversity offers the
GC guidelines
ith specialized

through classroom learning and practic ial visi#§y"and projects. The
programme prepares students for hig i i airports, hospitality,
logistics, and tourism sectors.

PROGRAMME EDUCATI
PEO1.: Developing strong p

study

PEQO2: Ensuring confidence a edge and skills gained to solve real
life issues

PEO3 ucceed in personal and professional life

PO3: Apply theories and phil
PO4: Think reflectively on t

process.

ies learned in solving the problem in scientific manner.

earlier activities and attempt for self directed lifelong learning

PO5: Understand multicultural existence and identify the means to prolong moral/ethical values in
personal and professional life.
POG6: Explore through multiple sources and get exposed to the digital technology.

POT7: Act as a responsible member in teams and practice leadership qualities.



PROGRAMME SPECIFIC OUTCOMES (PSOs)
PSO1: Apply aviation management theories and functional knowledge of airline operations, airport

management, air cargo services, passenger handling, and aviation support services to operational and
business decision-making.

PSO2: Demonstrate quantitative, analytical, and problem-solving skills in interpreting aviation performance
data, airline financial statements, airport operational metrics, and air transport market trends.

PSO3: Develop effective aviation-specific communication, customer service, professional -etiquette,
leadership, teamwork, and presentation skills required in airline, airport, and aviation service environments.
PSO4: Understand and apply legal, regulatory, safety, and security framewerks prescribed by organizations
such as the Directorate General of Civil Aviation (DGCA), Bureau ivil Aviation Security (BCAS),
International Civil Aviation Organization (ICAQO), and Internatio ransport Association (IATA)
governing aviation operations in India and globally.
PSO5: Utilize modern aviation technologies, airport informagion systems, airli
analytics tools, and digital platforms to enhance operation iciency and service g
PSO6: Demonstrate entrepreneurial mindset, innovati gic thinking, and man
identifying opportunities and addressing challenges
sectors.

PSO7: Apply sustainable aviation practices
global business perspectives to contribut
industry.

servation systems, data

ial competence in
d allied service

principles, and
t of the aviation

ELIGIBILITY FOR ADMI
Board of Tamilnad
as equivalent to the Plus T

e Plus Two of the Higher Secondary
xaminations in any state recognized
adu.

CONDUCT OF THE PROG

The BBA Aviation Man aniam Sundaranar University is designed to
provide students with comprehe I skills required for the aviation industry. The
programmemiategrates core busin i subjects with specialized courses in airport operations,
iati m, and customer relationship management. It is
(CBCS) in accordance with UGC guidelines. The

The duration of the shall be three academic years comprising six semesters into with two
semesters for each academic year. There shall beat least 90workingdays in a semester and a minimum 450
hours of instructions in a senfester.

MEDIUM OF INSTRUCTION & EXAMINATION: English medium only



EVALUATION PATTERN

CONTINUOUS INTERNAL ASSESSMENT TEST

INTERNAL VALUATION IS DONE BY COURSE TEACHERS PART I, Il AND IlI-THEORY PAPERS

COMPONENT TIME MAX.MARKS
TEST | 1hour 20
TEST 1l 1hour 20
TEST Il lhour 20

PRACTICAL PAPERS

COMPONENT

TEST I

TEST Il

OBSERVATION
ASSIGNME

CIA EXAMINATIONS QUESTION
Section Typégof Quest

A MULTIP

PER PAT

B

(Either O

Essay type que

SHORT EASS RE QUESTIONS

RDLIMIT Marks Total
{OICE QUESTIONS - 2X1=2
ice) 120 2X5=10 20
200 1X8=8




MODEL QUESTION PAPER

Reg. No. : ivevviineninnnnnns Sub Code:
B.B.A. (CBCS) DEGREE EXAMINATION
ORGANIZATION BEHAVIOUR
(For those who joined in July 2026 onwards)
Time: Three Hours Maximum: 75 marks

PART A - (10x1=10 marks) Answer ALL questions.

1. The study of Organizational Behaviour primarily focuses on

a) technical processes in production b) human behaviouraiithin organizations
c) financial decision-making d) Legal aspects of man
The systems approach to OB views organizations as
a) Isolated units

b) Closed technical entities

c) Open and interrelated subsystems

d) Only social structures

The process by which individuals org
meaning to their environment is
a) Motivation

b) Personality

c) Perception

d) Attitude

Chris Argyris’s Maturity—|

erpret their sensory i

ason for resistance to change?

b) Enhancing sel
c) Leadership trai
d) Reducing cost
Interpersonal behaviour in organizations means

a) Interaction between machines

b) Exchange of ideas and feelings between individuals
c) Legal communication only
d) Group policies
Organizational climate refers to
a) Weather conditions affecting employees

b) Shared perceptions of policies, practices, and procedures
c) The physical infrastructure of the office

d) Political conditions of the country

ness and interpersonal relations
only

essions to give



10. The main purpose of organizational control is to .
a) Punish employees b) Ensure activities are carried out as planned
c) Eliminate leadership d) Increase financial profits only
PART B — (5 X 5=25 Marks)
Answer ALL questions by choosing (a) or (b) Each Answer should not exceed 250 words
11. a) How does understanding individual differences help managers?(OR)
b) What are the contributing disciplines to OB?
12. a) Describe Maslow’s Need Hierarchy theory(OR)

b) Explain Vroom’s Expectancy Theory and its three key ele

13. a) Explain the importance of group dynamics in organizationsf(O
b) Describe House’s Path-Goal Theory of leadership.

14. a)Explain Eric Berne’s Parent—Adult—Child (PAC)

b) Write short notes on interpersonal behavio

15. a) What is meant by organizational effectiveness®

PART C — (5 X 8=40 Marks)
Answer ALL questions by choosing (



PROGRAM STRUCTURE
The course work in an academic year shall be divided into parts as given below:

Semester Period Activity
I 15th June - 30th Oct Classes and Continuous Internal Evaluation
I 16th Nov - 30th Nov er Examinations
I 1st Dec - 15th April Internal Evaluation
I 16th April - 30th April
Il 2nd May - 15th June
Il 15th July - 15th Nov luation
Il 16th Nov - 30th Nov
v 1st Dec - 15th Jan nts
v 16th Jan - 30th Nov ation
v 16th April - 30th April
\Y 15th June - 30th Oct ontinuous Internal Evaluation
\Y 1st Nov- 3 ster Examinations
VI 1st Dec - inuous Internal Evaluation
Vi 7th April - 3 ester Examinations




PSOs:

all courses
contributing to
PSO

Title of the | PSO1 PSO2 PSO3 PSO4 PSO5 PSO6 PSO7 Total
Course Score
Principles of 9 11 9 63
Management

Accounting  for 10 11 9 62
Managers |

Introduction  to 9 10 10 60
Airline industry

Basics of Event 9 10 7 55
Management

Managerial 9 9 12 62
Communication

Marketing 9 11 59
Management

Strategic 10 11 62
Management

Airline and 10 10 59
Airport

operations

Managerial Skill 9 8 7 53
Development

Business 8 8 7 53
Etiquette and

Corporate

Grooming

Office 9 7 60
Mana

Total” sco 83 88 89 83 648







EVALUATION PATTERN
Revised Programme Structure (With effect from June 2026)

Sem Part Subject Subject Status Subject Title Maximum Marks
I/0/11/1V - Number L T C
1) @) @A) (4) (5) Internal  [External Total
I 1 Language Tamil / Other language 3 25 75 100
] 2 Language English 3 25 75 100
" 3 Core-1 Principles of Management o 75 100
: I 4 Core-2 Accounting for Mapagers | b5 75 100
i 5 Elective-1 Introduction tQ industry 25 75 100
6 Skilll Basics of Management 2 25 75 100
v ; Foundation ManagerighCommunication > b5 75 100
Course
Sub Total 30 23
I 3 Language @mil/Othe 6 3 25 75 100
] ) Language ylish 4 3 25 75 100
11 10 Core-3 K ing Management 5 5 5 25 75 100
1l 11 Core-4 ategicianagement 5 5 25 75 100
11 12 Elective-2 Altline and Aitport operationsiy 4 3 25 75 100
v - -
14 Busingss Etique porate > b 1 o5 75 100
Grooming
ap ghalvan
) . Internal 25,
15 Paper: Office2 2 2 LMS 25 50 100
Mandge
Sub Total 20 20 b3
I 13 Language amilfOther language 6 6 25 75 100
mo 14 Language Bpglish 3 5 75 100
1l 15 Core-5 | Organisational Behaviour 4 4 25 75 100




Core-6

Financial Management

Aviation Law

11 16 5 25 75 100
11 17 Elective-3 Business Statistics 3 25 75 100
v 18 Skill 4 _Compgter Applications ) 1 50 50 100
in Business-I1
Naan Mudhalvan |Naan Mudhalvan Internal 25
\Y 19 *Substitute Paper: New Ventur " 50 100
LMS 25
Management
v 20 EVS Environmental Studies 25 75 100
SubTotal 4
I 21 Language Tamil/Other language 25 75 100
I 22 Language English 25 75 100
11 23 Core-7 Business Envire 25 75 100
i 24 Core-8 Business Reg@ulatory FrameWork @4 25 75 100
m os Elective-4 Operationg' Research o5 75 100
Vo v 06 Skill'5 Tal > 1 |50 50 100
Naan Mudhalvan an Mudhalva
AV 27 titute Paper: Intellectual 2 2 2 Internal 25, 50 100
‘ . LMS 25
Q Rights
AV 28 VBE m d Educatio 2 2 25 75 100
SubTotal 30 24
i 20 Core-9 S;I/ em Information 5 5 A b5 75 100
11 31 Researeh Method 5 5 4 25 75 100
1 33 Core- viva-voce 5 5 3 50 50 100
\Y4 Elective-* Air ontrol
Or
I 34 Airline Marketing and Strategic A 4 3 25 7 100
danafiement
Elective - 6 BUSIiness Taxation
Il 35 Or 4 4 3 25 75 100




Naan Mudhalvan

NAAN Mudhalvan

Internal 25,

v 36 * Substitute Paper 2 2 50 100
Fundamentals of Fintech LMS 25
v 37 Internship Ir}ternshlp /' Industrial Visit / 50 50 100
Field Visit
SubTotal 25
i a8 Core-13 Entrepreneurial b5 75 100
Development
i 39 Core-14 Services Marketing 25 75 100
i 40 Core-15 International Business 25 75 100
Elective-7 Air  Transport  Safety a
I A1 gecu”ty o5, 75 100
r
Aircraft NaWigation Service
Vi Elective- 8 Aircraft N@intenance and Crew
I 42 g"a“agem 5 3 s 75 100
rport infra
Naan Mudhalvan n Mudhalvan
” _ I Internal 25,
v 43 \k tute Paper : Quantitative 2 2 LMS 25 50 100
\ Extension Activity| EXten ivities 1
SubTotal 30 21

L-Lecture Hours T-Tutorial Hour
Allocation of questions for prg

ical Hours T-Totalthours/weg edi
bjects:40%theory and 6 oblems




Summer Internship / Summer Project
a) Every student shall undergo a six-week Summer Internship or carry out a six-week Summer Project

in a reputed organization in India or abroad after completing the Fifth Semester examinations. The
internship/project will be evaluated during the subsequent semester examinations.

b) A duly signed Joining Report, countersigned by the organizational guide, must be submitted to the
Project Coordinator within the prescribed date. Submission of the Attendance Certificate issued by
the organization is mandatory for the acceptance of the Internship/Project Report.

Main Project

a) Every student shall undertake a Six Weeks Main Project in a reputed organization in India or abroad
after the completion of the Fifth Semester examinations, and the project will be evaluated during the
Fifth Semester examinations.

b) Students must strictly follow the procedures, schedule, and gui
for successful completion and acceptance of the project repo

provided by the Faculty Guide
oject Coordinator.



COURSE STRUCTURE

SEMESTER | — COURSE STRUCTURE

S.No | Code Subject Name | Category Inst. Credit |CIA | Ext. | Tota |L | T
Hrs/WK |s |

Language —

1 Tamil (Paper 1) Part | 6 3 25 |75 100 |Y |-

2 'IE)”g"Sh (Paper | part 11 6 3 5 |75 |100 |Y |-

3 Principles o | 50 5 5 25 |75 |100 |Y |-
Management

4 Accounting for | oo, 5 25 |75 |100 |V |-
Managers |
Introduction to | Generic Elective

> Airline industry | 1 100 Y |-
Basics of Event

6 Management SEC1 100 |Y |-
(SEC 1)
Managerial

7 Communicatio 100 |Y |-
n (Foundation)

SEMESTER Il — COURSE STRUCTURE
S.No | Code Subject Name L|T
1 75 100 |Y |-
2 ﬁ;‘g"Sh 75 100 |Y |-
3 Marketing 75 1100 |y |-
Management
Strategic
5 25 |75 100 |Y |-
3 25 |75 100 |Y |-
1 25 |75 100 |Y |-
(SEC 2)
Business
Etiquette &
7 Corporate SEC 3 2 1 25 75 100 Y |-
Grooming (SEC
3)
:\)/Ii;f:];e ement NAAN
8 g Mudhalvan |2 |2 25 |75 [100 |Y |-
(Substitute Substitute
Paper)

Note: The Naan Mudhalvan subject is compulsory for all students. In the event a student fails or needs to re-
appear for this paper, the designated Substitute Paper (Office Management) must be taken to clear the
arrear.






Subject Subject Name | PRINCIPLES OF | Category | Core
Code MANAGEMENT
Credits 5 Inst. 5 CIA/Ext. |25 /
Hours/\Week 75
Course Outcomes (CO)
ICO ||Course Outcome (On completion of this course, students will be able to...) |Bloom's Level |
Describe and explain the nature, scope, evolution, functions, principles, roles, and||K1 / K2

CO1j[significance of management, and distinguish between various schools of management|(Remember,
thought. Understand)

CO2

Apply planning, decision-making, organizing, staffing, and directing pringiples to solve

managerial problems and achieve organizational objectives.

K3 (Apply)

COa3j|/departmentalization, leadership styles, motivation theories, and coordmatlon hanisms||K4 (Analyze)

Analyze organizational structures, authority

in business organizations.

CO4||social responsibility practices, MIS, and TQM, and desi

Evaluate the effectiveness of management control systemds, ( ‘ﬂ
uitable managerial strateg

for organizational improvement.

K5 / K6 (Evaluate,

reate)

Detailed Syllabus Content (Unit-wise)

Unit | Topic Title Detailed Syllabus rs CLO
| Introduction to 15 CLO1
Management Nature of Management (S€
Scope of Management
1 Planning and 15 CLO2
Decision
11 15 CLO3
control — Delegation of authority — Centralization and
centralization - Line and staff authority
v Direction and on: Meaning and principles of directing — Nature - | 15 CLO4
Co-ordination niques - Importance.
Coordination: meaning, need and importance — Techniques
of coordination — Types - Requisites for Excellent Co-
ordination
\ Controlling Controlling: Meaning and importance of control - |15 CLO5

Characteristics and principles of effective control — Steps in
controlling process — Techniques of control : Budgetary
control , Management audit , Performance appraisal —
Control through MIS — Contemporary issues in managerial
control — Challenges in controlling dynamic organizations.




Total Instructional Hours: 75

Reading list |

JAF Stoner, Freeman R.E and Daniel R Gilbert “Management”, 6th Edition, Pearson Education, 2004.

Griffin, T.0., Management, Houghton Mifflin Company, Boston, USA, 2014.

.Stephen A. Robbins & David A. Decenzo & Mary Coulter, “Fundamentals of Management” 7th
Edition, Pearson Education, 2011

Stoner, Freeman, Gilbert Jr. (2014). Management (6th edition), New Delhi: Prentice Hall India

Robbins, S., Coulter, M., Sidani, D., and Jamali, D., Management: Arab World Edition, Pearson, 2014.

Reference Books ‘

P.C. Tripathi& P.N Reddy; Principles of Management, Sultan Chand& Sons,6th Edition, 2017

L.M.Prasad; Principles & Practice of Management, Sultan Chand & Sops; 8 th Edition.

Stephen P. Robbins & Mary Coulter; Management, Pearson Educati th Edition, 2017

Dr.C.B.Gupta; Principles of Management, Sultan Chand& Sons, 3rd Edi

Harold Koontz, Hienz Weihrich, A Ramachandra Aryasri; Principles of M ment, McGraw Hill,

2nd edition, 2015

Web Resources

https://www.toolshero.com/management/14-princi

https://open.umn.edu/opentextbooks/texthooks/693

https://open.umn.edu/opentextbooks/textboo

https://openstax.org/subjects/business

https://blog.hubspot.com/marketing/

CO-PO Mapping (Course Articulati
0 — No Correlation 1 — Low 2 i

edi

PO6 PO7

2 1

1 3

2 1

2 2

7 7
0 — No Correlatio
CO/PSO PSO3 PSO4 PSO5 PSO6 PSO7
CO1 3 1 2 3 1 3
CcO?2 2 3 2 2 2 2
CO3 2 3 2 3 2 1 1
CO4 2 3 3 2 3 3 2
Total 9 11 9 9 10 7 8



https://www.toolshero.com/management/14-principles-of-management/
https://open.umn.edu/opentextbooks/textbooks/693
https://open.umn.edu/opentextbooks/textbooks/34
https://openstax.org/subjects/business
https://blog.hubspot.com/marketing/management-principles

Subject Subject Name | ACCOUNTING FOR | Category | Core

Code MANAGERS |

Credits 5 Inst. 5 CIA/Ext. |25 [/
Hours/\Week 75

Course Outcomes (CO)

ICO |(Course Outcome (On completion of this course, students will be able to...) [Bloom's Level |

CO1

Explain the fundamental principles of accounting, accounting concepts,|K1 /K2 (Remember,
conventions, and the preparation of Journal, Ledger, and Trial Balance. Understand)

CO2

Apply accounting procedures to classify and rectify errors, prepa
Accounts, and construct Bank Reconciliation Statements.

K3 (Apply)

Analyze and prepare Final Accounts, including Trading Account,
COg3j|Loss Account, and Balance Sheet with necessary adjustments in acco
with accounting principles.

it and
K4 (Analyze)

Evaluate depreciation methods and design
COd4jjascertaining profit or loss under the Si
reconstruction of complete accounting records.

unting solutions for

System  through K6 (Evaluate,

Detailed Syllabus Content (Unit-wise)

Unit

Topic Title

Detailed Syl rs CLO

Introduction
Accounting

to

Meaning, 15 CLO1

ectives and scope of accounti
concepts i

conventions

ormat, Posting f@and Balancing —
ion of Trial Balance: Meaning, Purpose, Methods

Subsidiary

Books and Bank

Reconciliation

oks — Purchase book, | 15 CLO2

of Errors: Classification of Errors (Errors of
mmission, Principle, Compensating Errors) —

Preparation
Final Accounts

of

ccounts: Meaning, Need and Components — | 15 CLO3
ng Account: Purpose and Preparation —

ofit and Loss Account: Purpose and Preparation —
Balance Sheet: Meaning, Classification of Assets and
Liabilities - Adjustments in Final Accounts: Closing Stock
— Outstanding Expenses — Prepaid Expenses — Accrued
Income — Income Received in Advance — Depreciation
(as adjustment) — Bad Debts — Provision for Bad and
Doubtful Debts — Provision for Discount on Debtors —
Provision for Discount on Creditors — Interest on Drawings
— Interest on Capital — Manager's Commission

Depreciation

Depreciation: Meaning and causes of depreciation — | 15 CLO4
Characteristics of Depreciation - Need and significance —




Methods of depreciation: straight line method, diminishing
balance method and annuity method — Treatment of
Depreciation in Final Accounts

\ Single Entry | Single Entry System: Meaning and Definition — Features | 15 CLOS
System and Characteristics — Advantages and limitations -
Difference between single entry and double entry systems —
Statement of affairs method — Conversion method -
Ascertainment of profit under incomplete records

Total Instructional Hours: 75

Reading List

Goel.D.K and Shelly Goel, 2018, Financial Accounting, Arya Publications§’2nd edition.

Jain .S.P &Narang .K, 1999, Financial Accounting, Kalyani PublishersglEadhiana, 4th edition

Rakesh Shankar. R &Manikandan.S, Financial Accounting, SCITECH, 3rd&dition.

Shukla&Grewal, 2002, Advanced Accounting, Sultan Chand &Sons,New Delfi5th edition.

Tulsian P.C., 2006, Financial Accounting, Pearson Educatio

References Books

Dr.K.Ganesan & S.Ushena Begam — Accounting for, gers - Volume 1, Charulatha Publications,

Chennai

ications , 6th Edition, 2019

TS Reddy & amp; A.Murthy; Financial Accounting -Margha

David Kaolitz; Financial Accounting — Taylokge ancis group, U 017

M N Arora; Accounting for Managemeni&Himalaya Pablications Hot

SN Maheswari; Financial Accounting 4#Vikas Publishing House, Jan 2018

T. Horngren Charles, L. Sundern Garyg BA. Elliott John,die@éiiction to Fina
Publications Oct 2017.

lal Accounting, Pearson

Web Resources

https://ebooks.lpude.in/ma pt/mba/term_1/DMGT403_ACCQUNTING_FOR_MANAGERS.pdf

https://www.drnishikantjha. N ollection/Accounting%20f@r%20Management%20for%20MBA
%20.pdf

https://www.accountingtools.comfarticle 5/15/basic=agccounting-principles

https://enamikipedia.org/wiki/Single-entry - eeping, system\

https: [ANWANES p0oks.net/what-18sdeprecia T 4

CO-PO Mapping Articulation Matrix

0 — No Correla 1 -T°6 0 3 - High

CO /| PO1 PO2 PO4 PO5 PO6 PO7
PO

Co1l |3 2 1 2 1 3
CO2 |2 3 3 2 2 1
COo3 |3 3 | 3 2 2 1
CO4 |2 3 2 1 3 3 2
Total | 10 11 8 8 9 8 7

CO-PSO Mapping (Course Articulation Matrix)
0 — No Correlation 1 — Low 2 — Medium 3 — High

CO/PSO PSO1 |PSO2 |PSO3 PSO4 PSO5 PSO6 PSO7
co1 3 2 2 1 2 1 1
CO2 2 3 2 3 2 2 2
CO3 3 3 3 3 2 2 2
co4 2 3 2 1 3 3 2
Total 10 11 9 8 9 8 7



https://ebooks.lpude.in/management/mba/term_1/DMGT403_ACCOUNTING_FOR_MANAGERS.pdf
https://www.drnishikantjha.com/booksCollection/Accounting%20for%20Management%20for%20MBA%20.pdf
https://www.drnishikantjha.com/booksCollection/Accounting%20for%20Management%20for%20MBA%20.pdf
https://www.accountingtools.com/articles/2017/5/15/basic-accounting-principles
https://en.wikipedia.org/wiki/Single-entry_bookkeeping_system/
https://www.profitbooks.net/what-is-depreciation

Marks
&

. . 2 -
Subject Subject Name S LIT [P |0] g2 T
Code S a g

2 O S < o| ©
S Sz = |%X 3
O Ol = @) Wl +
INTRODUCTION TO . 7 110
AIRLINE INDUSTRY Elective Y- |- |- [3]4|25 e o
Course Outcomes
co Course Outcome (On completion of this course, students 's Level
be able to...)
Explain the fundamental concepts, terminology, evolution of K1 (Remember,

CO1 |javiation, roles of aviation regulatory bodies, and the
operational areas of airports.

CO2 |principles of aircraft operation, and explai
functioning of the airline industry.

Apply passenger service procedur
CO3 |reservation systems, and custom
manage airport terminal and ram

ervice practices to effective
erations.

Analyze aviation safe

co4 requirements, safety c K4 [ K5 (Analyze,
and evaluate their r Evaluate)
operations.
Unit | Topic Title Detaile Hrs CLO
i n — Aviation terminology
I Introc-juc_:tlon ICAC_), IATA - Alrport and 12 cLO1
to on — Landside and airside areas —
nce between aircraft and airplane —
I Types — Physical description of an aircraft — 12 CLO2
Flight ind flight — Mechanics of flight — Parts of an
Mechanics jons.
ger services at terminal building: Reservation — Check-in —
Passenaer ures — Baggage procedure — Types of passengers and
1l Servi g cedure — Boarding gate — Arrival terminal — Gate Know | 12 CLO3
ervices Show #(GNS) - Flight cancellation and denied boarding
compensation procedures — Arrival ramp procedure.
Airline Airline alliances — Development of commercial airlines —
v Structure Deregulation — Impact of deregulated airline industry - 12 CLO4
and Organisational structure — Types of airline personnel — Flight crew
Personnel and cabin crew.
Air  Safet Air safety and security — Role of regulatory agencies — Airside safety
\Y/ Y _ culture of safety — Issues in air safety — Accident and incident | 12 CLO5
and Security | . o
investigation.
Total 60




Reading list

1. Fly Sky Aviation, “Airport and Airline Management”, 1* Edition, 2020.
2. International Air Transport Association (IATA); 1st Edition (14 April 2011)
3 B.Young, “Airport planning and management” McGraw-Hill Education, 6" Edition,2011.

Reference Books

1.

IATA books on airline customer service — 1% edition, 2020

Web Resources

1

https://www.slideshare.net/vivianmeril/introduction-to-airli

Mapping with program outcomes

0 — No Correlation 1 — Low 2 — Medium 3 — High

CO/PO |PO1 |[PO2 PO 3 PO 4
Co1 3 2 3 1
CO2 2 2 2

CO3 2 3 2

CO4 2 3 3

Total 9 10

CO-PSO Mapping (Course ulation M

0 — No Correlation 1 — Low jum 3 — High

CO /PSO PSO2 PSO5 PSO6 PSO7
CO1 3 2 2 2
CO2 2 2 2 3 2
COs3 3 2 1 2 2
CO4 2 3 3 2 2 2 2
Total 10 10 7 7 9 8



http://www.slideshare.net/vivianmeril/introduction-to-airline-industry
http://www.slideshare.net/vivianmeril/introduction-to-airline-industry

Subject Subject Name Basics of Event Management | Category |SEC-1
Code
Credits 2 Inst. Hours/Week | 2 CIA/Ext. |25/75

Course Outcomes (CO)

ICO ||Course Outcome (On completion of this course, students will be able to...) |Bloom's Level |

Explain the fundamental concepts, scope, types, regulatory frame
COl|management, and the roles and responsibilities of eve
professionals.

of event

K1 / K2
(Remember,
Understand)

Design comprehensive event plans incorporating concept developme
CO2|selection, programme scheduling, vendor management, health and
measures, and event marketing strategies.

K3 / K6 (Apply,
Create)

CO3 Analyze and evaluate the feasibility of events t

/ K5 (Analyze,

COd4|sponsor proposals, and formulate
execution.

Detailed Syllabus Content (Unit-wise

Unit | Topic Title

Hrs | CLO

| Introduction to
Event
Management

Types of events — | 6 CLO1
esponsibilities of

1 Concept and
Design of
Events

selection — Event | 6 CLO2

i 6 CLO3
v 6 CLO4
Planning, campaigns — Public relations — Sponsorship
Marketing management
Promotion
\ Event Budget preparation — Cost estimation — Revenue generation — | 6 CLO5

feasibility — Sponsorship planning -
eValuation techniques — Post-event reporting

and Financial
Management

Event

Total Instructional Hours: 30

Reading List

Event Management: A Booming Industry and an Eventful Career by Devesh Kishore, Ganga Sagar Singh -

Har-Anand Publications Pvt. Ltd.

Event Management by Swarup K. Goyal - Adhyayan Publisher - 2009

Event Management & Public Relations by Savita Mohan - Enkay Publishing House

Event Planning - The ultimate guide - Public Relations by S.J. Sebellin Ross

Event Management By Lynn Van Der Wagen & Brenda R Carlos, Pearson Publishers




References Books

Event Management By Chaudhary, Krishna, Bio-Green Publishers

Successful Event Management By Anton Shone & Bryn Parry

Event management, an integrated & practical approach By Razaq Raj, Paul Walters & Tahir Rashid

Event Planning Ethics and Etiquette: A Principled Approach to the Business of Special Event Management
by Judy Allen , Wiley Publishers

V &

Event Planning: Management & Marketing For Successful Events: Management & Marketing for
Successful Events: Become an Event Planning Pro & Create a Successful Event Series by Alex Genadinik
Create Space Independent Publishing Platform, 2015

Web Resources

https://ebooks.lpude.in/management/bba/term 5/DMGT304 EVENT MANA

ENT.pdf

https://www.inderscience.com/jhome.php?jcode=ijhem
International Journal of Hospitality & Event Managem

https://www.emeraldgrouppublishing.com/journal/ij
International Journal of Event and Festival Management

https://www.eventbrite.com/blog//?s=roundu

https://www.eventindustrynews.com/

CO-PO Mapping (Course Articulati
0 — No Correlation 1 — Low 2 — Medi

PO6 PO7

2 1

2 1

2 2

2 3

8 7
0 — No Correlation
CO/PSO PSO3 PSO4 PSO5 PSO6 PSO7
Co1 3 2 1 0 2 1
CO2 2 2 2 2 2 1
CO3 2 3 1 2 2 2 2
CO4 2 3 2 2 3 2 3
Total 9 10 7 7 7 8 7
Subject Subject Name | MANAGERIAL Category | Foundation
Code COMMUNICATION Course
Credits 2 Inst. 2 CIA/Ext. [25/75

Hours/Week



https://ebooks.lpude.in/management/bba/term_5/DMGT304_EVENT_MANAGEMENT.pdf
https://www.eventbrite.com/blog/?s=roundup

Course Outcomes (CO)

ICO |ICourse Outcome (On completion of this course, students will be able to...) |Bloom's Level |

Explain the communication process, models, types, barriers to communication,

K1 / K2

COd4|lcommunication tools and platforms, ensuring professional, ethical, an ective

organizational communication.

COljland strategies for effective communication in professional and organizational||(Remember,
settings. Understand)
Apply business communication principles to draft professional correspondence,

CO2|including enquiries, offers, orders, complaints, circulars, and other business||K3 (Apply)
documents using appropriate formats and language conventions.

Analyze and demonstrate effective oral and written communication skills

COa|through presentations, group discussions, interviews, reports, agendas, notices,||K4 (Analyze)
and minutes of meetings.

Evaluate and create communication strategies using digital

K5 / K6 (Evaluate,
Create)

Detailed Syllabus Content (Unit-wise)

Unit | Topic Title Detailed Syllabus Co Hrs CLO
I Introduction to | Meaning and proceSs of nication — Types of CLO1
Communication communication ive communication
— Communicati les to Overcome
Barriers —
I Business  Letters i etters — Letter drafting tech 6 CLO2
and Written | letters -#€omplaint letters — Sales letters —
Communication
i Oral ation — Interview | 6 CLO3
Communication, sentation skills —
Interviews an
Presentations
v Business  Reports inutes — Formal and | 6 CLO4
and Meeting [ ocedures — Virtual meeting
Communication i
V rms of digital platforms — Virtual | 6 CLO5
asts and webinars — Social media
ication ebsite communication
tructional Hours: 30

| Reading List




Krishan Mohan & Meena Banerji, Developing Communication Skills, Macmillan India Ltd, 2008

Mallika Nawal —Business Communication — CENGAGE

Bovee, Thill, Schatzman, Business Communication Today - Peason Education Private Ltd - New Delhi.

Michael Brown, Making Presentation Happen, Allen & Unwin, Australia, 2008

Sundar K.A, Business communication Vijay Nicole imprints Pvt. Ltd., Chennai.

References Books

Rajendra Paul & J S Kovalahalli, Essentials of Business Communication, Sultan Chand & Sons, New
Delhi, 2017

Dr. C B Gupta, Basic Business Communication, Sultan Chand & Sons, New Delhi, 2017

R C Sharma & Krishan Mohan, Business Correspondance and Repor
Ltd., New Delhi, 2006

iting, Mc Graw Hill, India Pvt

Kevin Galaagher, Skills Development for Business and Management Students
Delhi, 2010

ford University Press,

R C Bhatia, Business Communication, Ane Books P

Web Resources

https://www.managementstudyguide.com/busi
https://studiousguy.com/business-commupi

0 — No Correlation 1 - Lo

CO/PSO PSO1 | P PSO3 PSO4 PSO5 PSO6 PSO7
COo1 3 2 3 1 0 1 3
CO2 2 2 3 2 3 2 3
CO3 2 3 3 3 2 2 1
CO4 2 2 3 2 3 2 2
Total 9 9 12 8 8 7 9



https://www.managementstudyguide.com/business_communication.html
https://studiousguy.com/business-communication/
https://www.oercommons.org/curated-collections/469
https://www.scu.edu/mobi/business-courses/starting-a-business/session-8-communication-tools/
https://open.umn.edu/opentextbooks/textbooks/8

Marks
&
. - 2 -
Subject Subject Name S LI TI Pl O & = S
Code =X 2 S _
B S -} < [<D) ©
5 = 3l 2| % | 5
© O =| O [ -
MARKETING
MANAGEMENT Core |Y |- |- |- |5 5 |25 |75 |100
Course Outcomes
co Course Outcome (On completion of this course, students will be able Bloom's Level

to...)

Explain the fundamental concepts, scope, functions, and i
CO1 |marketing, and apply the marketing mix framework to analyze mar
situations and business opportunities.

Apply market segmentation, targeting, positionin
CO2 |product mix, and pricing strategies to address i ply)
customer needs.

K1/ K2 (Remember,
Understand)

CO3 |selection factors, and marketing
performance.

Evaluate promotional strategi
CO4 |iintegrated marketing mix decj
plans for competitive business

ns, and develop effective
ironments.

No. of | Learning

Details
UNIT Hours Objectives

Fundamentals

I of Marketing 15 CLO1

eed and basis of
Characteristics — Benefits 15 CLO?2

Meaning — Objectives — Significance
iples of pricing — Methods of pricing — 15 CcLO3
Pricing policies and strategies — Pricing process
Factors affecting pricing decisions.

ical distribution — Meaning — Importance —
atures — Types of channel of distribution — 15 CLO4
Functions of channel members — Factors influencing
channel selection.

Physical
Y, Distribution

Promotion and | Promotion mix — Sales promotion tools — Objectives

\ Digital — Importance — Factors determining promotion mix — | 15 CLOS
Marketing Digital marketing — Application and benefits.
75
Reading List

Philip Kotler & Gary Armstrong, Principles of Marketing: A South Asian Perspective, Pearson

L Education, 2018.




Rajan Saxena, Marketing Management, Tata Mc Graw Hill, 2017.

L.Natarajan, Marketing, Margham Publications, 2017.

J P Mahajan & Anupama Mahajan, Principles of Marketing, Vikas Publishing House, 2017.

2
3.
4.
5

K Karunakaran, Marketing Management, Himalaya Publishing House,2017.

References Books

1. C.B.Gupta & Rajan Nair Marketing Management, Sultan Chand &Son 2020
V.S. Ramaswamy & S. Namakumari, 2002, Principles of Marketing, first edition, S.G.
2 Wasani / Macmillan India Ltd,
3. Cranfield, Marketing Management, Palgrave Macmilldn.
4. Harsh V Verma & Ekta Duggal, Marketing, Oxford University Press, 2017.
5. Sontakki C.N, Marketing Management, pi Publishers, Ludhiana. 2026

Web Resources

http://eprints.stiperdharmawacana.ac 4/1/%5BPh otler%5D Marketing! Management 14

L th_Edition%28BookFi%29.pdf

2 https://mrcet.com/downloadsfiVB A/digitalnotes/Marketing%s nagement.pdf
3 https://www.enotesmba.con2013/01/marketing-management-notes:

4. Industrial MarketinggManage .com by Elsevier

5 Journal of Marke anagement| Taylor & Francis Online (tandfonline.com)

CO-PO Mapping (Course

ation Matrix)

0 — No Correlation 1 — Low 2 3 —High

PO 1 PO 2 \ PO PO4 PO 6 PO 7
CO1 2 2 2 3
CO2 1 2 2
CO3 |2 2 1 2 1
COo4 |2 2 3 2 2
Total |9 8 7 7 8 8
CO-PSO Mapping (Colse Articulation Matrix)
0 — No Correlation 1 - Lo Medium 3 — High
CO/PSO PSO1 |PSO2 |PSO3 |PSO4 |PSO5 PSO 6 PSO 7
CO1 3 2 2 2 2 2 3
CO2 2 3 3 1 1 2 2
CO3 2 3 2 2 1 2 1
CO4 2 3 2 2 3 2 2
Total 9 11 9 7 7 8 8
Subject Subject Name - o o - [ o |C- o o4 I (Marks



http://eprints.stiperdharmawacana.ac.id/24/1/%5BPhillip_Kotler%5D_Marketing_Management_14th_Edition%28BookFi%29.pdf
http://eprints.stiperdharmawacana.ac.id/24/1/%5BPhillip_Kotler%5D_Marketing_Management_14th_Edition%28BookFi%29.pdf
https://www.enotesmba.com/2013/01/marketing-management-notes.html
https://www.sciencedirect.com/journal/industrial-marketing-management
https://www.tandfonline.com/journals/rjmm20

Code _
©
S <
< g S
o| d| R
STRATEGIC 10
MANAGEMENT Core 1Y 1= |- [7® > |2 |y
Course Outcomes
co gou)rse Outcome (On completion of this course, students will be able Bloom's Level
Explain the concepts, importance, process,_e_md Ievgls_ of str K1 /K2 (Remember,
CO1|management, and describe the role of vision, mission, eSS\ Jnderstan d)
definition, goals, and objectives in formulating strategic intent:
Apply strategic management tools to analyze internal and extern
CO2|business environments, assess organizational capabiljsies, and identify Apply)
strategic opportunities and challenges.
Analyze and evaluate corporate-level and -level strategic (Analyze
COg3jalternatives using strategic models and yze,
decision-making.
Evaluate and develop strategic implem jon, control;
CO4||measurement, sustainability, ethica d technelogy-driven ’
achieve long-term organizational guccess.
. . Learning
UNIT Details Hours Objectives
Introduction Introductio strategic  management — | 15 CLO1
Strategic soncept and importance — Over of the
I Management T egic management process —jlevels of
— Strategic #gtent — Visiggiand mission
BU definition d"objectives.
Business Siness onment — External environment | 15 CLO2
vironment analysis — al epvironment analysis —
I . - . .
Organisationa ty analysis — Strategic
\ implieations.
Strategy tegic alterndtives at corporate level: concept | 15 CLO3
Formulation 0 strategies — Strategic choice models:
i BCG, GE Nine Cell Matrix, Hofer's Matrix —
Strategic alternatives at business level: Michael
Paoster's Generic Competitive Strategies.
Strategy trategic ~ implementation - Structural | 15 CLO4
tV, Implementatiof” | implementation — Behavioural implementation
n — McKinsey 7-S Framework — Establishing
strategic control.
Balanced Balanced Scorecard approach — Big Data and | 15 CLO5
v Scorecard, Balanced Scorecard - Corporate Social
CSR and Ethics | Responsibility (CSR) — Business ethics —
Corporate sustainability.
Total 75




Reading List

Wheelan and Hunger, Concepts in Strategic Management and Business Policy, Pearson. —

L 14th Edition (2017)

5 Azhar Kazmi, Strategic Management and Business Policy, McGraw Hill — Third
' Edition(2012)

3 Jauch, Glueck& Gupta, Business Policy and Strategic Management, (Frank Brothers), (7th
' Edition)

4 Pearce, Robinson and Mittal, Strategic Management, Formulation, Implementation &
' Control, (McGraw Hill), (12th Edition)

5 Hitt, Ireland, Hoskisson&Manikutty (2009), Strategic Management — A South Asian
' Perspective, Cengage Learning- Ninth Edition(2012)

References Books

1 Thomson & Strickland,(2008), Crafting and Executin y, McGraw Hill.- Sixteenth
' Edition (2011)

9 N. Chandrasekaran, Ananthanarayanan(2011), Strategic Mana nt, Oxford University
' Press — First Edition — Second Impression (201

3 Ireland, Hoskisson&Manikutty (2009), Stra Management — A So sian Perspective,
' Cengage Learning- Ninth Edition(2012)

4. Dr.LM.Prasad, Strategic Management,

5 Kenneth Carrig,Scott A Snell.StgategicExecut formance in
' business, Stanford University Pre

Web Resources

1 Strategic management jou

2

3

4

5

0 — No Correlation 1 — Low

PO 1 PO 2 PO 6 PO 7
CO1 2 3 1
3 2 2

2 2 2

2 3 2

8 10 7
0 — No Correlation 1 — L
CO/PSO PSO 1 PSO 2 PSO3 |PSO4 PSO5 |PSO6 |PSO7
CO1 3 2 1 1 2 3 1
CO2 2 3 2 2 2 2 2
CO3 3 3 3 2 2 2 2
CO4 2 3 2 2 3 3 2
Total 10 11 8 7 9 10 7



https://onlinelibrary.wiley.com/journal/10970266
https://str.aom.org/teaching/all-levels
https://study.sagepub.com/parnell4e

Marks
2
Subject Code Subject Name 2 |L|{T|P|O| 3 =
8 = I c
g S| 5| «| £ S
172 = = =
S G| £ o d| R
AIRLINE AND Electiv
AIRPORT o Y|-1]-1]-13 4 25 75 | 100
OPERATIONS
Course Outcomes
ICO||Course Outcome (On completion of this course, students will leto..)  |Bloom's Level |
Explain the development, structure, market potential, and regulatory K1 / K2
COl|the aviation industry, including the roles of airlines, airports, DGCA, (Remember,
other aviation authorities. Understand)
Apply principles of airport planning, airline op
CO2|reservation systems, ticketing, baggage han 3 (Apply)
security procedures in aviation service environments.
Analyze aviation industry trends, airpo
COg3||partnerships, environmental regulati (Analyze)
challenges affecting aviation perfi
Evaluate logistics and air cargo K5 / K6
COd4|supply chain integration, and de improving airport and|/(Evaluate,
airline operational effici Create)

UNIT

Details

No. of | Learning
Hours | Objectives

Development o i ment of air
Transportation i jor players in

12 CLO1

— Operational area and
rport operations — Airport
rganisation structure of airline
airport sectors — Airport authorities —
I and Indian scenario of airport
management — DGCA — AAL.

12 CLO2

International trends in aviation — Emerging
Indian scenario — PPP: Public Private
Participation in Indian airports — Private
participation in international developments —
Environmental regulations — Regulatory issues
— Meteorological services for aviation.

and PPP

12 CLO3

Airline Terminal | Airline terminal management —  Flight
Management information counter / Reservation and ticketing
— Check-in / Issue of boarding pass — Customs
and immigration formalities —  Security
clearance — Baggage handling: checked
baggage, free baggage allowance (weight and
piece concept), excess baggage charges -
Baggage tracing: types of mishandled baggage,

12 CLO4




systems for tracing, found and unclaimed
baggage, property irregularity report.

\ Air  Cargo and | Concept of logistics — Role of warehousing — | 12 CLO5
Logistics Trends in material handling — Global supply
chain — Quality concept and Total Quality
Management - Improving logistics

performance — Air cargo concept — Cargo
handling — Booking of perishable cargo and
live animals — Types of air cargo — Air cargo
tariff, ratios and charges — Airway BIll:
function, purpose and validation.

Total 60

Reading list _

1 P.S.Senguttuvan —Principles of Airport Economics-Excel Books<i2™ edition, 2007

2 Alexander T.Well, Seth Young —Principles of Airport ManagementsMcGraw Hill 3rd edition
2003.

3 Graham.A-Managing Airport an International Pefspective —Butterworth“einemann, Oxford-,
2" edition 2001

4. Wells.A-Airport Planning and Managemgnt, dition-McGraw-hill, LoRden 3™edition
2000.

5 Doganis.R.-The Airport Business-Routledge, Londo ition,1992

Reference Books

Richard De Neufville — Airpoft’'Systems: Plamning, Design; danagemep cGraw-Hill,

L London- 2" edition,2007.

5 Kent Gouiden- Global Logi anagemen Black Well, 3" edition, 2015

3 Lambert —Strategicglogistic pade Publishers, 5™ edition, 2014

4 Paul R.Murphy: nd Donal &F.Wood-ContemporarysLogistics —Prentie Hall. N 9th
Edition, 2008.

Web Resources

1 https:/slideplayer.comy/shde/4820121/

9 https://www.powersh@w.co it/cdead-

3 .//www.slideshare gt/ AiD iew-gn-airport-operation-presentation

CO-Pg purse Articulation Mat
0 — No Correlatio — Medium 3 - Hi

P( PO PO 3 PO 4 PO 5 PO 6 PO 7

CO1 3 2 2 1 1 3 2

CO2 2 2 2 3 2 2 1

CO3 2 ‘ 3 2 1 2 2

CO4 2 2 2 3 2 2

Total 9 0 9 8 7 9 7
CO-PSO Mapping (Course Articulation Matrix)
0 — No Correlation 1 — Low 2 — Medium 3 — High
CO /PSO PSO1 [ PSO2 PSO3 |PSO4 [PSO5 [|PSO6 PSO7
CO1 3 2 3 1 1 2 P
CO2 2 2 2 3 2 2 1
CO3 2 3 3 2 1 2 P
CO4 3 3 1 2 3 1 3
Total 10 10 9 8 7 7 8



http://www.powershow.com/viewht/cdea9-
http://www.powershow.com/viewht/cdea9-
http://www.slideshare.net/AiDY/overview-on-airport-operation-presentation
http://www.slideshare.net/AiDY/overview-on-airport-operation-presentation

Subject Subject Name | MANAGERIAL SKILL | Category | SEC
Code DEVELOPMENT -2
Credits 1 Inst. 2 CIA/Ext. |25 [/
Hours/Week 75
Course Outcomes (CO)
On successful completion of this course, students will be able to:
ICO ||Course Outcome (On completion of this course, students will bgfble to...) |Bloom’s Level |
Explain the concepts of self-awareness, self-concept, se self-|K1 / K2
COljconfidence, and emotional intelligence, and identify personal stren (Remember,
areas for professional development. Understand)
Apply principles of emotional intelligence, commugiCation, teamwork, ti
CO2||management, and conflict resolution to improve personal effectiveness (Apply)

and professional performance.

Analyze management skills, critical-thinking
COg3jtechniques, and problem-solving approaches, to address
organizational challenges.

rks,

creativity
business and

ies and c
d communication strategies fo

Evaluate personal and professi@fal compete
COd4|solutions, presentations, reports,
and career development.

Detailed Syllabus Content (Uaft-wise)

Unit | Topic Title gtailed Syllabus Content Hrs CLO
| Self-Awareness N vareness — Self-concept —/ Self-confidence — | 6 CLO1
and Self-Concept k effectivenessg, Personalityddievelopment
1 Self-Esteem and anin importance 2lf-esteem — Team building | 6 CLO2
Core Management | —\€onflict lution — Cellaboration and workplace
behaviour
1l a MeaRing and sigQ ance — Components of emotional | 6 CLO3
InteMigence intelligénce — EBEmotional competence — Workplace
NS
v Thinking Skills | Analytieal\ thinking — Logical reasoning — Problem- | 6 CLO4
and Creativity solving — Brainstorming — Creativity and innovation
techniques.
\ Professional Bfésentation skills — Group discussion — Debate — Report | 6 CLO5
Communication riting — Viva voce skills — Audio-video feedback for
Competencies personality enhancement
Total Instructional Hours: 30
Reading List

Managerial Skill Articles

The Management Skills of SALL Managers - SISAL Journal

Managerial Skills by Dr.K.Alex S.CHAND

Managerial Skills 2 by Cynthia Menezes Prabhu, Pen to Print Publishing LLP

Gallagher (2010), Skills Development for Business & Management Students, Oxford University Press.

PROF. SANJIV




References Books

Joshi, G. (2015), Campus to Corporate-Your Roadmap to Employability, Sage Publication

McGrath E. H. (9 Ed. 2011), Basic Managerial Skills, Prentice Hall India Learning Private Limited.

Whetten D. (e Ed. 2011), Developing Management Skills, Prentice Hall India Learning Private Limited.

P. Varshney , A. Dutta, Managerial Skill Development, Alfa Publications, 2012

EQ- soft skills for Corporate Carrer by Dr. Sumeet Suseelan

Web Resources

https://www.ipjugaad.com/syllabus/ggsip-university-bba-4th-semester-managerial-skill-development-

syllabus/63

https://www.academia.edu/4358901/managerial_skill_development_pdf

https://www.academia.edu/4358901/managerial_skill_development_pd

https://rccmindore.com/wp-content/uploads/2015/06/Managerial-Ski its-AC.pdf

https://www.aisectuniversityjharkhand.ac.in/PDFDoc/StudyNotes/MBA/SE
MSD(Managerial%20skill%20development).pdf

CO-PO Mapping (Course Articulation Matrix)
0 — No Correlation 1 — Low 2 — Medium 3 — High

PSO7

~N | N W

Subject Subject Name BUSINESS ETIQUETTE AND | Category | SEC

Code CORPORATE GROOMING

Credits 1 Inst. Hours/Week 2 CIA/Ext. | 25



https://www.amazon.in/s/ref=dp_byline_sr_book_1?ie=UTF8&field-author=P.+Varshney&search-alias=stripbooks
https://www.amazon.in/s/ref=dp_byline_sr_book_2?ie=UTF8&field-author=A.+Dutta&search-alias=stripbooks

| | | £

Course Outcomes (CO)
On successful completion of this course, students will be able to:

CO ||Course Outcome (On completion of this course, students will be able to...) |[Bloom's Level

Explain the principles of business etiquette, professional conduct, workplace|K1 / K2
COl|jethics, and grooming standards required for effective professional behaviour in||(Remember,
diverse organizational settings. Understand)

Apply appropriate meeting, greeting, dining, networking, telephone, email, and

coz2 digital communication etiquette in professional and business environments. K3 (Apply)

Analyze  workplace  diversity, cultural  sensitivity, ss-cultural
CO3|communication practices, and professional interactions to fosi€r inélasive and|K4 (Analyze)
effective workplace relationships.

Evaluate professional image requirements and create effective persofall
COd4|branding strategies by integrating professigfial attire, grooming
communication skills, and digital presence.

5 / K6 (Evaluate,
eate
A )

Detailed Syllabus Content (Unit-wise)

Unit | Topic Title Detailed Syllabus Bentent rs |CLO
| Introduction  to | Meaning and@mporianee,— Professiore duct — Meeting™' 6 CLO1
Business and greetin@etiquette — Workplace manne
Etiquette
I Workplace Professio i actices — Workplace | 6 CLO2
Courtesy and | diScipline — ations
Business Ethics
1l Telephone, Email one manners — Email etiquette€y— Virtual meeting | 6 CLO3
and Digital \- Social media behavioug™ Handling difficult
Etiquette custo
v Diversity, Cr@ss-cultd gmmunicationl — Diversity management — | 6 CLO4
Cultural Cultusal sens Workplace inclusiveness
Commuinica
\Y Business “QAttire, | D standards — Personal grooming — Professional | 6 CLO5
Grooming and | image bullding - Body language - Workplace
Professional professionalism
Image
al Instructional Hours: 30
Reading List

Managerial Skill Articles

The Management Skills of SALL Managers - SiSAL Journal

Managerial Skills by Dr.K.Alex S.CHAND

Managerial Skills 2 by Cynthia Menezes Prabhu, Pen to Print Publishing LLP

Gallagher (2010), Skills Development for Business & Management Students, Oxford University Press.
PROF. SANJIV

References Books

Joshi, G. (2015), Campus to Corporate-Your Roadmap to Employability, Sage Publication




McGrath E. H. (9 Ed. 2011), Basic Managerial Skills, Prentice Hall India Learning Private Limited.

Whetten D. (e Ed. 2011), Developing Management Skills, Prentice Hall India Learning Private Limited.

P. Varshney , A. Dutta, Managerial Skill Development, Alfa Publications, 2012

EQ- soft skills for Corporate Carrer by Dr. Sumeet Suseelan

Web Resources

https://www.ipjugaad.com/syllabus/ggsip-university-bba-4th-semester-managerial-skill-development-
syllabus/63

https://www.academia.edu/4358901/managerial_skill_development_pdf

https://www.academia.edu/4358901/managerial_skill_development_pdf

https://rccmindore.com/wp-content/uploads/2015/06/Managerial-SkillsAll-

https://www.aisectuniversityjharkhand.ac.in/PDFDoc/StudyNotes/MB M%201/MBA-1-
MSD(Managerial%20skill%20development).pdf

CO-PO Mapping (Course Articulation Matrix)
0 — No Correlation 1 — Low 2 — Medium 3 — High

CO /| PO1 PO2 PO3 PO4
PO

col |1 2 1

co2 |1 2 1

COo3 |2 2

Co4 |1 2

Total |5 8

lation Matrix)

0 — No Correlation 1 — Low m 3 — High

CO/PSO PSO1 [P PSO6 PSO7
CO1 3 2 2 3
CO2 2 3 2 1

2 1 1

3 2

Total 7 8 7
Subject Subject Name OFFICE MANAGEMENT Category | Substitute
Code Paper
Credits 2 Inst. Hours/Week | 2 CIA/Ext. |25/75

Course Outcomes (CO)
On successful completion of this course, students will be able to:

ICO |[Course Outcome (On completion of this course, students will be able to..)  ||Bloom's Level |



https://www.amazon.in/s/ref=dp_byline_sr_book_1?ie=UTF8&field-author=P.+Varshney&search-alias=stripbooks
https://www.amazon.in/s/ref=dp_byline_sr_book_2?ie=UTF8&field-author=A.+Dutta&search-alias=stripbooks

Explain the concept, functions, importance of office management, and the roles, K1 / K2
Co1 . . - . . (Remember,
responsibilities, and qualities required of an effective office manager.
Understand)
CO?2 Apply principles of office administration to design office layouts, manage mail K3 (Apply)
handling systems, and improve office procedures for organizational effectiveness. PPl
Analyze office forms, records management systems, filing and indexing methods,
Co3 and office technology requirements to enhance administrative efficiency. K4 (Analyze)
Evaluate office automation tools, office equipment, document management|K5 / K6
COd4||practices, and create effective systems for modern office operations and|(Evaluate,
productivity improvement. Create)
Detailed Syllabus Content (Unit-wise)
Unit | Topic Title Detailed Syllabus Content Hrs CLO
| The  Modern | Meaning and importance of office management — 6 CLO1
Office of office — Office manager and ities
1 Office Office layout principles — environment — Worksp CLO2
Environment management
and Layout
11 Mail Handling | Centralized and deceftialized mail h — Filing systems CLO3
— Office record ent — Digital
v Office Forms | Office for Types and”significance 6 CLO4
and  Records | Office documentation practices
Management
\ Office Offiee mac Modern office | 6 CLO5
Appliances and | a@it@mation tools™=Digttal office syste
Technology
otal | ctional Hours: 30
Reading List
Event Management: A Boomingiindus an EventfulRCareer by Devesh Kishore, Ganga Sagar Singh -

Har-Anand,Publications Pvt. Ltd.

Event M by Swarup K. Gayal - Ad Reblisher - 2009

EventfManageine ic Relations by SavitajMehan - Enkay Publishing House

Event Planning®il he u e.-\Public Refations by S.J. Sebellin Ross

Event ManagementBy Lynn agen & Brenda R Carlos, Pearson Publishers

References Books

Commercial correspondenge and office management - R.S.N. Pillai and Baghavathi

Office Management - R.K. €

Office Management - Prasanta K’Ghosh

Office Organisation and Management - S.P. Arora

Business Communication (Text, cases and Laboratory Manual) - C.S.C. Krishnamacharyulu and Lalitha
Ramakrishnan

Web Resources

https://www.schandpublishing.com/books/higher-education/commerce-management/office-
management/9788121922524/

http://www.worldcolleges.info/sites/default/files/schoolbooks/Std12-Voc-Office_Management-EM1.pdf

https://cuils.cuchd.in/cgi-bin/koha/opac-
detail.pl?biblionumber=125675&shelfbrowse_itemnumber=163517

https://www.waterstones.com/category/business-finance-law/business/office-and-workplace/office-




management

https://www.academia.edu/44331654/Book_Office_Management_and_Secretarial_Practice_ OMSP_

CO-PO Mapping (Course Articulation Matrix)
0 — No Correlation 1 — Low 2 — Medium 3 — High

Co /
PO

PO1

PO2

PO3

PO4

PO5

PO6

PO7

Co1

COo2

CO3

CO4

NIN|N|W

WiwWwlw N

1
1
2
2

NIN|INIDN

Total

9

11

6

8

1
3
2
3
9

N[N Rk |w

CO-PSO Mapping (Course Articulation Matrix)
0 — No Correlation 1 — Low 2 — Medium 3 — High

CO/PSO PSO1 PSO2 PSO3 PSO7
Cco1 3 2 3
Cco2 2 3 1
COos3 2 3 1
CO4 2 3 2
Total 9 11 7
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