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Course Objectives

The course aims to develop students' communication skills by,
covering  grammar,  organizational and  business
communication, and effective business writing strategies,
along with essential prerequisites and nuances.

Effective Business Communication. Communication — An

1 overview.
e Origin, meaning and process of communication.
e Goals of Communication
¢ Organizational Communication
e Direction/Flow of Communication.
e Verbal & Non-Verbal Communication.
e Barriers to Communication
e Cross-cultural/Intercultural communication
Critical Thinking & Writing skills — Empower your]
2 writing skills.
e Mind Mapping
e Prerequisites to paragraph writing Methods of
Paragraph Development
e Precis writing
e Abstract writing
e Summary writng
The Writing Strategy in Business messages & Presentation
3 skills
e Preparing Effective business messages (Planing steps,
organizing content, drafting, beginning 7 ending.
Proof — reading & final editing)
e Writing Good news, Bad news and Neutral messages.
e How to draft Memo, agenda & Minutes of Meeting?
e Effective presentation skills
e Group Presentations (Organizational communication)
4 Business Report Writing

o Defining the objective of the report
e Basic elements of a business report
e How to write




e Charts and graphs

e Formatting the report

e Packaging the report

e Exercise in report writing

Press Releases

° e Definitions

e Importance

e Press releases, newsletters
5 Business Etiquettes

Elements of business etiquette

Types of business etiquette

Soft skills to improve etiquette in the workplace
Basic business etiquette practices
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