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Course Objectives

This course is designed to give students a comprehensive view of communication, its
scope and

importance in business, and the role of communication in establishing a favorable
outside the firm environment, as well as effective internal communication programs.
The various types of

business communication media are covered. This course also develops an awareness of
the

importance of succinct written expression in modern business communication.
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1 |Cultivating management prof65510nals with outstanding ability in quantitative
analysis.
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Cultivating professionals with finance-specific knowledge.
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3 |Cultivating professionals with a global vision and the ability in foreign-language
communication.
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4 |Cultivating management professionals with knowledge and skills in decision
analysis and problem solving.
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Using quantitative methods to analyze and solve problems.
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Equipped with the ability to analyze finance.
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C |Using information technology to analyze, integrate, and present O
data.
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D [Equipped with a global vision and specialized foreign language o
proficiency.
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£ Equipped with the ability to master topics of finance and ®
economy, and other current news, and to diagnose financial and
economic tendencies.
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Equipped with basic knowledge of management in general.
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1 Introduction

2 Chapter 1: Communicating in the Digital-

Age Workplace

3 Chapter 2: Planning Business Messages

4 Chapter 3: Organizing and Drafting Business Messages
5} Chapter 4: Revising Business Messages

6 Chapter 5: Short Workplace Messages and Digital Media
7 Chapter 6: Positive Messages

8 Chapter 7: Negative Messages

9 Midterm

10 Chapter 8: Persuasive and Sales Messages
11 Chapter 9: Informal Reports

12 Chapter 10: Proposals and Formal Reports
13 Chapter 11: Professionalism at Work:
Business Etiquette, Ethics, Teamwork, and
Meetings

14 Chapter 12: Business Presentations

15 Chapter 13: The Job Search and Resumes in
the Digital Age

16 Chapter 14: Interviewing and Following Up
17 Final Exams
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Resources Required (e.g. qualifications and expertise, instrument and equipment, etc.)
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