
Department of Mechanical and Production Engineering 

Ahsanullah University of Science and Technology (AUST) 

IPE 4208: Business Communication Seminar 
Semester: 4th Year, 2nd Semester 

Credit Hour: 1.5 

Lab / Practical Manual 

General Guidelines: 

1. Students must attend all classes and laboratory sessions in formal and professional attire. 

2. English shall be the sole medium of communication during all class activities. 

3. Assignments and practical tasks must be submitted within the specified deadline.  

4. Students are expected to maintain professional behavior and discipline. 

5. Continuous assessment will be carried out as outlined in the course policy. 

6. The use of mobile phones, internet access, or external aids during in-class assessments is 

strictly prohibited unless instructed otherwise. 

Learning Objective: 

This course aims to enable students of Engineering and Technology to achieve measurable learning 

outcomes in professional communication. Upon successful completion of the course, students will 

be able to apply analytical and problem-solving skills in business communication contexts, 

participate effectively in individual and team-based activities, and prepare and deliver professional 

written and oral communications. The course adopts an outcome-based, task-oriented instructional 

approach, integrating practical exercises, continuous assessment, and performance-based 

evaluation to ensure alignment with program outcomes and professional engineering practice. 

 

Assessment Category Topics/Experiments 
Total 

Marks 

Class Performance 
Attendance, punctuality, formal attire, English usage, 

classroom behavior 
10 

Class Activities 

Impromptu Speaking (Random Topic), Focus Group 

Discussion (FGD), negotiation/role play, unplanned 

group presentation 

35 

Assignments 
CV/Resume preparation, business document writing 

(Tender & LC), research proposal writing 
25 

Presentations Business plan presentation 20 

Interview / Role Play Mock interview session 10 
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Experiment 1: Impromptu Speaking (Random Topic) 

Objective 

To develop spontaneous speaking ability, confidence, logical flow, and time management in 

professional communication. 

Tools / Materials 

• Topic cards 

• Stopwatch / timer 

Procedure 

1. Student draws a random topic. 

2. Preparation time: 1 minute (mental preparation only). 

3. Speaking time: 2 minutes. 

4. Instructor evaluates based on clarity, structure, and confidence. 

Assessment Rubric 

Assessment Aspect  Description 

Topic relevance Ideas are related to the given topic and remain focused 

Organization Speech follows a logical and coherent structure 

Language clarity Language is clear, correct, and understandable 

Confidence & posture Speaker demonstrates confidence and professional body language 

Time management Speaking is completed within the allotted time 

Viva / Reflection Questions 

• What strategy did you use to organize your thoughts quickly? 

• What would you improve next time? 
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Experiment 2: Professional CV / Resume Preparation 

Objective 

To prepare a professional, job-ready CV with appropriate structure, keywords, and formatting. 

Tools / Materials 

• Computer 

• Word processor 

• Job description samples 

Procedure 

1. Instructor explains CV components and ATS awareness. 

2. Students prepare a 1–2 page professional CV. 

3. CV is reviewed based on clarity, relevance, and presentation. 

Assessment Rubric 

Assessment Aspect 
 

Description 

Structure & format CV follows standard professional format 

Content relevance Information is relevant to academic and professional goals 

Clarity & readability Information is clear and easy to understand 

Skill & keyword representation Skills and keywords are appropriately presented 

Overall professionalism CV reflects a professional standard suitable for industry 

 Viva / Reflection Questions 

• Why is keyword optimization important? 

• How did you tailor your CV for industry? 
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Experiment 3: Focus Group Discussion (FGD) – 

Structured & Evaluated Session 

Objective 

To evaluate communication skills, teamwork, logical reasoning, and professional behavior 

through structured discussion. 

Tools / Materials 

• Topic list 

• Group allocation 

Procedure 

1. Students are divided into groups. 

2. Each group receives a topic and context. 

3. Discussion time: 12–15 minutes. 

4. Instructor evaluates individual performance using the approved FGD rubric. 

Assessment Rubric 

Assessment Aspect Description 

Participation Student contributes meaningfully to the discussion 

Communication clarity Points are expressed clearly and logically 

Argument relevance Contributions are relevant to the discussion topic 

Teamwork Student listens, responds, and respects others’ opinions 

Professional attitude Behavior and communication remain professional 

Live Use FGD Marking Sheet for assessment is attached separately). 

Viva / Reflection Questions 

• How did you contribute to the discussion? 

• What makes a discussion professional? 
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Live Use FGD Marking Sheet (For Evaluator) 

Group No: _____   

Topic: 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

Student ID Participation Communication Argument Teamwork Overall Total 

 
☐0 ☐1 ☐2 ☐0 ☐1 ☐2 ☐0 ☐1 ☐2 ☐0 ☐1 ☐2 ☐0 ☐1 ☐2  

 
☐0 ☐1 ☐2 ☐0 ☐1 ☐2 ☐0 ☐1 ☐2 ☐0 ☐1 ☐2 ☐0 ☐1 ☐2  

 
☐0 ☐1 ☐2 ☐0 ☐1 ☐2 ☐0 ☐1 ☐2 ☐0 ☐1 ☐2 ☐0 ☐1 ☐2  

 
☐0 ☐1 ☐2 ☐0 ☐1 ☐2 ☐0 ☐1 ☐2 ☐0 ☐1 ☐2 ☐0 ☐1 ☐2  

 
☐0 ☐1 ☐2 ☐0 ☐1 ☐2 ☐0 ☐1 ☐2 ☐0 ☐1 ☐2 ☐0 ☐1 ☐2  

 
☐0 ☐1 ☐2 ☐0 ☐1 ☐2 ☐0 ☐1 ☐2 ☐0 ☐1 ☐2 ☐0 ☐1 ☐2  

Marking Rule: Write only ticks or circles during discussion. Calculate totals immediately after 

FGD. 
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Experiment 4: Debate / Structured Argument Role 

Play 

Objective 

To develop structured argumentative communication skills by presenting, defending, and 

responding to viewpoints in a formal debate setting.  

Tools / Materials 

• Case scenarios provided by the instructor 

• Randomized Group allocation 

Procedure 

1. Students are divided into groups and given a topic. 

2. Within each group, students are assigned different viewpoints or roles related to the topic 

(e.g., for/against, managerial perspective, operational perspective). 

3. Students are given a short preparation time to organize key arguments. 

4. The activity is conducted in a structured format, which may include: 

o Presentation of arguments 

o Response to opposing viewpoints 

o Clarification and justification of positions 

5. Unlike a formal debate, the focus is on logical reasoning and structured argument, not 

winning or defeating the opposing side. 

6. The instructor observes and evaluates individual performance throughout the activity. 

Assessment Rubric  

Assessment Aspect Description 

Role understanding Student understands and follows the assigned role 

Argument quality Arguments are logical and well-structured 

Persuasion Reasoning is used effectively to support viewpoints 

Professional tone Language and behavior are appropriate and respectful 

Group interaction Student cooperates effectively with group members 
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 Viva / Reflection Questions 

• What negotiation strategy did you use? 

• How did tone affect the outcome? 

 

Example Scenarios  

 

CASE 1: Production Target vs Quality Compliance 

A manufacturing unit of a multinational company is under pressure to meet monthly production 

targets. Recent internal reports show an increase in minor quality defects, but fixing them may 

slow down production. 

Roles (Assign within group) 

• Production Manager – Focused on meeting targets 

• Quality Engineer – Concerned about defect rates 

• Operations Manager – Balancing speed and quality 

• Plant Head – Responsible for overall performance 

• Customer Perspective – Concerned about product reliability 

Task 

Each role must justify their position and respond to others while considering organizational 

goals. 

CASE 2: Automation vs Workforce Stability 

A company plans to introduce automation in one of its operational units. While productivity may 

increase, several operational roles may become redundant. 

Roles 

• Operations Engineer – Focused on efficiency 

• HR Manager – Focused on employee morale 

• Finance Manager – Focused on cost-benefit 

• Employee Representative – Focused on job security 

• Senior Management – Focused on long-term strategy 

Task 

Students must argue from their assigned role and address concerns raised by others. 
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Experiment 5: Business Document Writing (Tender & 

Letter of Credit) 

Objective 

To understand and prepare formal business documents used in professional environments. 

Tools / Materials 

• Sample tender format 

• LC templates 

Procedure 

1. Instructor explains document structure and language. 

2. Students prepare a tender document and LC-related letter. 

3. Documents are evaluated for clarity and formality. 

Assessment Rubric 

Assessment Aspect Description 

Document structure Correct format and layout are followed 

Language & tone Language is formal and suitable for business communication 

Completeness All required components are included 

Accuracy Information is correct and clearly presented 

Presentation quality Document is neat, organized, and professional 

Viva / Reflection Questions 

• Why is formality critical in business documents? 

• What errors should be avoided? 
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Experiment 6: Advertisement Video Assignment  

Objective 

To design a short advertisement video demonstrating persuasive communication and audience 

targeting. 

Tools / Materials 

• Smartphone / camera 

• Video editing software 

Procedure 

1. Students select a product or service. 

2. A short video (60–90 seconds) is created. 

3. Video is submitted and evaluated in class with audience. 

Assessment Rubric  

Assessment Aspect Description 

Message clarity Core message is clearly communicated 

Creativity Presentation is engaging and original 

Audience focus Target audience is clearly identified 

Team contribution Evidence of balanced group participation 

Technical quality Video quality and presentation are satisfactory 

Viva / Reflection Questions 

• Who was your target audience? 

• How did you decide the message tone? 
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Experiment 7: Unplanned Group Presentation 

Objective 

To enhance teamwork and presentation skills under time constraints. 

Tools / Materials 

• Whiteboard / minimal slides 

Procedure 

1. Groups receive a topic. 

2. Preparation time: 15 minutes. 

3. Presentation time: 10 minutes. 

Assessment Rubric 

Assessment Aspect Description 

Content organization Presentation content is structured and relevant 

Delivery Speech is clear and confident 

Team coordination Group members cooperate effectively 

Time control Presentation is completed within time 

Question handling Responses to questions are clear and relevant 

Viva / Reflection Questions 

• How did your team divide responsibilities? 

• What was the main challenge? 
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Experiment 8: Business Plan Presentation 

Objective 

To present a structured business plan in a professional manner. 

Tools / Materials 

• Presentation slides 

Procedure 

1. Groups prepare a basic business plan. 

2. Formal presentation is delivered. 

3. Q&A session follows. 

Assessment Rubric (10 Marks) 

Assessment Aspect Description 

Understanding of idea Business concept is clearly explained 

Structure Presentation follows a logical sequence 

Practical feasibility Proposed plan appears realistic 

Delivery quality Presentation is professional and clear 

Team participation All members contribute appropriately 

Viva / Reflection Questions 

• What is the key value proposition? 

• How realistic is your plan? 
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Experiment 9: Research Proposal Writing 

Objective 

To develop skills in writing a concise research proposal. 

Tools / Materials 

• Research topic guidelines 

Procedure 

1. Students select a research problem/research problem is given by the instructor 

2. Proposal is written covering objectives, methodology, and outcomes. 

Assessment Rubric 

Assessment Aspect Description 

Problem identification Research problem is clearly stated 

Objectives Objectives are specific and relevant 

Methodology outline Proposed approach is appropriate 

Organization & clarity Proposal is logically organized 

Academic tone Writing follows formal academic style 

 

Viva / Reflection Questions 

• Why is your research problem important? 

• How feasible is your methodology? 
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Experiment 10: Mock Interview Session 

Objective 

To simulate job interviews and evaluate professional communication. 

Tools / Materials 

• Interview questions 

Procedure 

1. Students attend mock interviews. 

2. Instructor evaluates responses and behavior. 

Assessment Rubric  

Assessment Aspect Description 

Response quality Answers are relevant and well-thought-out 

Communication clarity Responses are clear and understandable 

Confidence Student demonstrates confidence 

Professional etiquette Behavior reflects interview standards 

Overall impression Student presents as professionally prepared 

Viva / Reflection Questions 

• What was the most difficult question? 

• How can interviews be improved? 
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Interview Session – Assessment Rubric (For Instructors) 
 

Assessment Aspect 0 1 2 

Understanding of role / position ☐ ☐ ☐ 

Quality of responses ☐ ☐ ☐ 

Communication clarity ☐ ☐ ☐ 

Confidence & composure ☐ ☐ ☐ 

Professional etiquette & behavior ☐ ☐ ☐ 

 

Each criterion is evaluated on a 0–1–2 scale 

 

0 = Poor | 1 = Satisfactory | 2 = Good 


