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Svllabus for Entrance/Screening Test for the post of Liaison Officer

Tentative Svllabi for Liaison Officer

Communication: An Introductign: Definition, Nature and Scope of Communication,
Importance and Purpose of Communicatiqrl .Pro,csrq of _Cplnmunication, Types of
ConrlluniCatioii: No,i-V6ibal CoinmunGlirr, F..*,r.I A#;;;jestures, postures, Faciat
Expression, Body Language (Kinesics), Time Language and strategies for Improvilg Non-
Verbal Communication.

Communication Network in Institutions: Personal Communication, Internal Oper.ational
Comnrrtnication, External Operational Conrmunication, Horizontal (Lateral) Communication,
vertical (Downrvard) communication, vertical (Upward) communication.

Soft :Skills for Leadership and Team Management: Qualities of a Good Leader, Leadership
Styles. Decision Making. Intrapersonal skills,.Problem solving, Critical thinking, Negotiation
skills, coordination eflbrts- iricident response and conflict resolution, Liaisol officer: Types,
Roles and responsibilities o1'l.iaison Officer. Manage facility requirements to support securitl,.
space. Iogistic sLlpport attd transportation nodes. geograpliic and storage considerations.
Coordinate i rrstituliorral pol icies.

I'}ublic Relatioll N{anagcnrcn{: Dislribittion ancl relzrying ol'inlbrilati<ln tliroLrgh yarious IC'I'
Tools- pu[rlic sl"realting. nranaging public relations wit[ predia. spopsols. staft. ancl other
stakeholder incluclirl-q civil society. Electronic Pr.rblic Relations: Handling various social media
platfbmrs like Facebook. Lirrkedln. tu,itter ancl also other social nedia platforlis role ol. pR
lirncation as a porverlitl inrage developntent strateg), for institution preparation ol. press
conlcrences. itttcn''ieu's. phone calls ancl fhce-to-face nreetings and writterr contmunicalions.
inclLrdin.u Prcss lclcasr-s t. tlrc public ancl other stakeholclers.

I

N'larlieting )\'lattitgcntcrtt tt Ilranrling: I\.larketing-A ('t'rrrccptual Analr.sis- \4er.l:ctirr-,1

i\4iurirg.t.rnt'nt unrl [rliurt'l ctlrritr. c'onrnrrrniciition th,:: r,alLrc olli'r-ing thr.orrgh tlrer elerlents ol'
illlcsl'atecl ttlal'lictitl! cott.ttltrtnicutiolrs: I)r'ontttlit-ln (Corlnrunications Strategr,). Plontotiolt i\4ix.
[)esiullirlr: tll'itlt iittcSttttt'tl nrirrlielinr ctrrr.rnrruricalic,rr cr.trln11ig11.
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S.No Examination Type Units No. of Questions Marks Duration

['
Multiple Choice

Questions
All the Units 20 from each unit 100 2 Hrs
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'r
r .egested Readings:
'- . Kotler, P., & Keller, K.L. (2006). Marketing managemen t 72e.N"* l"rr"y , 1143

Hinde, R.A., & Hinde, R.A. (Eds.). {1972\. Non-verbal Communication, Cambridge University
Press.

Hatinr, B. (1977). Discourse features in non-verbal communication. Nonverbal Communication
and Translation: Nevv Perspectives and Challenges in Literature, Interpretation and the rnedia,

Amsterdam/ Philadelphia : .lohn Benj amins, 49 -66.

Treadwell, D., & Treadwell, J. B. (2004). Public relations writing: Principles in practice. Sage.

Bivins, T., & Bivins, T. (2003). Mixed media: Moral distinctions in advertising, public relations,

and Journalisnr. Routledge.

. Robbins, S., .ludge, T.A., Millett, 8., & Boyle, M. (2013). Organisational behavior. Pearson

Higher Education AU.
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