Syllabus

Description 

This course is designed to provide a foundation for developing business communication skills as they apply to the business world.  The course is designed to instruct students on the development of effective written communication skills as they apply to business.  It will explore various types of business writing formats and styles. The students will learn how to use effective oral communication skills in the business world through role play and practice as well as developing effective presentation skills. Student will also learn and explore how to improve their own interpersonal skills in the workplace, and develop an understanding of multi-cultural communication challenges.
Course Format 

This course has been developed to be presented in two modules 90 minute modules with optional activities.  Module one is used to instruct students in the fundamentals of effective business communication and module two allows students to explore and apply these skills through presentations, oral communications, exploration of interpersonal skills and multi-cultural communications.

Reading
Instructor selected material
Requirements
The business communication modules are based on class participation utilizing the activities included or instructor selected activities and classroom presentations.
Grading 
No letter grades will be given for these modules. Achievement will be assessed through individual growth of each participant as demonstrated in classroom participation, activities and presentations
Classroom Aids 
PowerPoint Presentation 
Handouts 
Instructor Notes 
Materials Needed
Computer with office applications such as; Word, Power Point, Excel, Access

Overhead projector/document projector

Chart paper, writing paper, pens, pencils, markers

