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Goals:
To assist students in the development of effective business communication skills.
To effectively apply business communication skills in the business world.

 Objectives:
To provide a foundation for developing business communication skills.
To develop effective written communication skills as they apply to business.
To develop an understanding of the types of business writing.
To develop effective oral communication skills as they apply to business.
To develop effective presentation skills.
To improve interpersonal skills in the workplace.
To develop an understanding of multi-cultural communication challenges.

· Each module has been developed for one 90 minute class period.
· Included with each slide are instructor points to cover.
· Instructors may use their own selected materials to cover the teaching points in the modules.
· Activities included in the modules are optional activities and can be included as time allows.
Material needed;
· Computer with office applications such as; Word, Power Point, Excel, Access
· Overhead projector/document projector
· Chart paper, writing paper, pens, pencils, markers
Module One

Introduction:
· Importance of communication in business/organization
· organization image
· nature of business communication
Definition:
Business Communication is communication used to promote a product, service, or organization; relay information within the business; or deal with legal and similar issues. Communication is a core business skill that affects almost everything in business. There are several methods of business communication, including: Web based communication - for better and improved communication, anytime anywhere. Emails, which provide an instantaneous medium of written communication worldwide; telephoned meetings, which allow for long distance oral communication; forum boards, which allow people to instantly post information at a centralized location; and face to face meetings, which are personal and should be succeeded by a written follow-up.
Fundamentals of Business Communication
For communication to exist there must be at least four basic elements:
· Sender/encoder
· Receiver/decoder
· Message
· Channel/Medium
verbal

non verbal

Channel and Medium should be determined by:
· purpose of communication
· ability of encoder to effectively use the medium
· effectives of the medium to deliver the message
Feedback
· 2 way communication
· message received and understood
· solicited by sender
Verbal vs. Non-Verbal Communication
Verbal
· the use of words in communication
· either oral or written
Nonverbal
· communication without the use of words
· used to confirm or reinforce messages
· importance
Activity #1
Ask students to observe non verbal communication of another classmate while engaged in classroom discuss, for a period of 10 minutes.   Have students draw a name of another classmate to observe. Ask them not to identify who they are observing until the 10 minute period has concluded. Ask them to look for facial expressions, body language, touching, the use of time and the use of personal space.  Have them recorded the observed information and report their observations with each other.

Developing a Business Writing Style
· Identify the role of written communication
· Identify the qualities of good written communication
· 7 C’s of good written communication
How to develop an effective writing style
· types of audience 
· purpose of writing
· questions to ask before writing
· Writing steps and processes
Types of Business Writing
letters and memos
· business letter format
· letter format block style
· business memo format
report writing
· phases of writing reports
· parts of a report
Email Etiquette
· protocol for use
· guidelines for writing 
Instant Messaging
· protocol/guidelines
· when to use/when not to use
Upward Communication
· guidelines for communication with upper management/supervisors
Activity #2
Ask students to work in groups of three to develop a company policy for the use of Instant Messaging within their organization.  They must provide a reason for each rule they chose to include in the policy. Then ask them to draft a memo using Email to inform all personnel of the new policy, making sure to follow proper Email etiquette.  Have each group present their final policy and memo to the large group for critique.
Tactful Writing
· Process for writing tactfully
· define tactful writing
· rules for tactful writing
· writing process/ what to write /what to avoid
· writing a bad news letter
Persuasive Writing
· purpose 
· strategies for persuasive writing
· using persuasive writing in delivery bad news
Activity# 3
Ask student to work independently in developing a standard company letter to an applicant that was not offer a position in the organization.  Ask students to switch their letter with a classmate for critique.  If necessary revise and edit.
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Identifying speech styles or Delivery Formats
· advantages and disadvantages
· impromptu
· extemporaneous
· manuscripts
· memorized
Elements of Good Oral Communication
· identify  elements
· review effective speech principles
Activity # 4
Ask students to suggest possible topics for short 2 or 3 minutes speeches and write them on slip of paper.  Randomly, students will select a topic and present impromptu speeches.   Select different students to give extemporaneous speeches on the same topics. Allow students to prepare for 5 minutes prior to presentation. Finally, ask student to compare the two styles of speeches.  Pointing out the pros and cons of each.
Presentation Techniques
· identify types of presentations
· dealing with anxiety
· how to determine appropriate attire
· business style and professional image
· critical points to consider in preparing for a presentation 
· developing a presentation checklist
Presentation Techniques
· use of visual aids
· types and preparation
· how to improve the quality of the presentation with technology
· importance of use
· choosing the appropriate technology
· preparation/set up
Activity # 5
Using the same presentation topics suggested in activity # 4 ask teams of 3 students to prepare a 10 minute presentation on their topic selected.  Allow groups time to prepare as necessary.  The presentation must include at least two types of visual aids/forms of technology and handouts for the class.  Each group will determine who will be presenting. Students who are not presenting will rate each presentation on, content, delivery, preparation, attire, use of technology/visual aids and timing.

Interpersonal Skills
Active listening
· implications of poor listening
· importance of active listening
· how to actively listen
Conflict Resolution
· methods for dealing with conflict
· “I” messages
· Mediation
Cultural Sensitivity
· multi cultural etiquette and challenges
· norms/customs
· Sensitivity
· awareness of beliefs and customs
Activity # 6
Ask students to work in groups of two for this activity.  Ask groups to select a topic covered in the business communications module to discuss with each other.  Ask students to practice active listening. Then critique each other.

