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HAz4w it Course Description

This course provides an overall understanding of ways of building credibility as a communicator in a
professional environment. Students will learn theoretical and applied approaches to develop their
interpersonal, written, and verbal communication skills suited for a business or workplace setting.
It involves developing and enhancing one’ s core competencies in holding productive professional
conversations at workspace, analyze audiences, develop strong ideas, strategically collaborating in
teams, communicating for inclusivity, and fluidly across cultures. Students will be trained to write
effective and fluent business messages, develop influential reports, speak and present in workplace
settings, and successfully create a persona for professional positions

#A2 P &  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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¥ #% i B # Teaching Schedule & Content

#F =t Week M % Subject/Topics # 3xRemarks

1 Orientation and Introduction to the course

2 Holiday




3 Establ@shiqg Credibility and Principles of Interpersonal
Communication
4 Team Communication and Inclusion in a Diverse Workspace
5 Tools for Business Communication and Communicating Across Cultures
6 Social Media for Business Communication
7 Holiday
8 Improving Readability with Style and Design
9 #p ¢ ¥ =i Midterm Exam
10 Routine Messages
11 Research and Planning for Business Reports
19 Framing Messages, Crisis Communications, and Public Relations
Messages
13 Business Reports
14 Planning and Executing Presentations
15 Holiday
16 Movie/Activity Class
17 # % ¥ 3% Final Exam
18 Supplementary Teaching
% % K % Teaching Strategies
¥ P Lecture % w3t #Group Discussion I:l 299 ¥ Field Trip

[:] H # Miscellaneous:

% % £ #7 p = Teaching Self-Evaluation

#1374 4 (Innovative Teaching)

[ ] WA v (PBL) B4 & w8 ¥ (TBL) fa % 5 ¥ (SBL)
I:l i€ 5% Flipped Classroom I:l Ee3xEr Moocs

4 ¢ § = (Social Responsibility)

[:] # 4 F B Community Practice [:],§ﬁ§ £ i Industy-Academia Cooperation

3¢ & i¥(Transdisciplinary Projects)

l:, B 7% %% Transdisciplinary Teaching l:, Bk s %% Inter-collegiate Teaching

[:] #§F & 3 Courses Co-taught with Industry Practitioners
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i*%¥ =% Homework and/or 0
Assignments 20% v v v
Hu M
H {= Miscellaneous 10%
(Attendance)

FEE D A LR
Grading & Assessments Supplemental instructions

FPEEFI5 (37 7% 3% FER #P)
Textbook & Other References (Title, Author, Publisher, Agents, Remarks, etc.)

Business Communication: Developing Leaders for a Networked World (5e), Peter Cardon, McGraw-Hill,
2024,

FAFTER(Z R KT oL, KB L FRgo et AR 2 #h)
Teaching Aids & Teacher’ s Website(Including online teaching information.
Personal website can be listed here.)
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