LIT 2205

Course name:

Business Communication (course not currently active)

Course Tutor:
  

Course Description:

The course is intended to introduce students into the theory and practice of business Communication.  It bears in mind a wide spectrum of people who may need to enhance their career prospects by studying business practice and management.  It is designed with the presupposition that in order for business enterprises to run smoothly and in order for the administrators to be efficient there is urgent need for effective transmission of messages.  Effective Business communication is a practice skill that is not easy to avoid in today's world.

Course Content

PART I: THE THEORY

Basic concepts in Communication

Principles and practice in Communication

Mind and Communication

External Communication

What is Business Communication?

The conveyor Belt Theory

Barriers to Effective Communication

Non Verbal Media


Different uses of symbols


The relevance of non-verbal media to Business

Language


The need for accuracy


How language works


The Grammar


Idiom and Proverb of Business Communication


The Catch Words and Slang

Style in writing.

PART 2:
APPLICATION


Oral Communication in Business


Interviews


Letter Writing


Memorandum


Forms


Questionnaires, Surveys and reports


Circulars and Notices


Summaries and Notes


Instructions and information


Communication and Groups


Meetings and their formalities


Documentation


Advertising and Public Relations 

Data Protection

