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HAz4w it Course Description

The objective of this course is to provide students with the essential skills and knowledge required
for effective communication. This includes creating messages through verbal and non-verbal, written,
and visual means. The course will also cover common communication challenges in business and team
settings. Finally, students will have the opportunity to practice effective business communication.

#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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A | =#op g g A# @ o Sound basic knowledge of business and management [ ]
B I 48 AT B R AEfEA - Ability to utilize rational and creative
critical thinking in problem solving
C |&%%#Ea+ -Professional foreign language skills .

Bl 3 [1lustration : @ % 24P Highly correlated OF B 4p# Moderately correlated

# 3 & B % Teaching Schedule & Content

#F =t Week M % Subject/Topics % zRemarks

1 Course introduction

2 Public holiday

3 Chapter 1. Communication in a global workplace environment
4 Chapter 2. Planning business messages
5 Chapter 3. Composing business messages
Test 1
6 Chapter 5. Electronic messages and digital media

7 Chapters 6 & 7. Positive and negative messages




8 Chapter 8. Persuasive messages
Test 2
9 Chapter 12. Profesgionalism at work: Business etiquette, ethics,
teamwork, and meetings
10 Chapter 13. Business presentations
11 Midterm
12 Chapter 14. The job search, resumes, and cover letters
13 Group presentations
14 Group presentations
15 Public holiday
16 Group presentations
17 Group presentations
18 Supplementary materials
% % K % Teaching Strategies
HE P Lecture |:| % w3t #Group Discussion I:l %87 ¥ Field Trip

|:| H # Miscellaneous:

% % £ #7 p = Teaching Self-Evaluation

#1374 4 (Innovative Teaching)

B AT 4 ¥ (PBL) mAg & (w4 ¥ (TBL) [] mi-s 5y (SBL)
I:l i€ 5% Flipped Classroom I:l Ee3Er Moocs

A ¢ § = (Social Responsibility)

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

3¢ & i¥(Transdisciplinary Projects)

l:, i M %% Transdisciplinary Teaching l:, B % %% Inter-collegiate Teaching

[:] #§F & 3 Courses Co-taught with Industry Practitioners
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Performance
B ¥4 Midterm Exam 30%
# %% 2% Final Exam
it¥ 2% Homework and/or
Assignments
H # Miscellaneous
(Participation (10%) and 0
) 30%
group presentation
(20%)
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Textbook & Other References (Title, Author, Publisher, Agents, Remarks, etc.)

Guffey, M. E., Du-Babcock, B., & Loewy, D. (2020). Essential of business communication. Cengage
Learning Asia Pte Ltd.
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Teaching Aids & Teacher’ s Website(Including online teaching information.
Personal website can be listed here.)
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