SES 1103
Language Skills and Office Communication (CU – 3)

The definition of language, the Language situation in Uganda, effective listening, Effective speaking

Practice: making a speech, vote of thanks, introductions, instructing, directing …the nature of communication, importance of communication in the office, the communication models, making oral reports

Meetings: types, notice to call meetings, meeting terminology, minute writing, etc. writing for employment CV/Resume etc, other Business letters, committees and meetings
