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Course Objectives
This course is designed to give students a comprehensive view of communication, 1ts

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.

1. Students will understand professional communication in both formal and informal
settings, as well as within groups.

2. Students will improve written communication, covering grammar, mechanics, and
different message types.

3. Students will begin building personal branding skills, including social media,
resumes, interviews, personal selling, and persuasive communication.

4. Students will learn ethical business communication principles and tools for ethical
interactions.
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Course Outline
week  Subject/Topics Remarks
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.)

Classroom facilities
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Course Requirements and Suggested Teaching Methods

Lecture

H s

7~

Miscellaneous




fie & 38 P [tems fie & ¢ B|Percentage 5 ¢ > ;lassessments

His
T pF = 4 General Performance Class Discussion and Participation
#p ¢ 2 =4 Midterm Exam 35%
#p %% =4 Final Exam 35% Final
report Final report % = 4§ 20%

Personal reflections
Homework and/or Assignments
H ¢ Miscellaneous 10% Attendance




