HS-301 Business and Organization Communications

Business communication foundations: definition of business, organization and
communication, goals, patterns, principles, channels, tools, levels, qualities(7 c's) and
process of communication, forms and functions of organizational communication,
communication barriers, feedback and its types, listening & understanding nonverbal
communication, international and cross cultural communication, communication
technologies and techniques: tools for digital communication, etiquettes and ethics of using
communication technologies, communicating in teams: improving your performance in
teams (team communication, group dynamics, etiquette in team settings), making your
meetings more productive (preparing for meetings, leading and participating in meetings,
meeting notice, agenda and minutes, meeting simulation. business writing: planning
audience centered business messages & applying the three step writing process, letter and
memos (structure and elements) practice in writing letters and memos, three types of
business messages and situations: routine/neutral/positive/good news and goodwill msgs,
negative/bad news msgs, persuasive msgs, employment communication: resume/cv, job
application (solicited and unsolicited), writing proposals and reports: finding and
communicating information, communicating information through visuals,writing effective
proposals, short reports ( analytical and informational reports, memo and letter reports),
formal reports (structure and organization).

Recommended books:

1. “Business Communication Today”, Courtland L. Bovee& John V. Thill.Prentice Hall
International Inc,8" Edition, 2008.

2. “Process & Product Approach to Business Communication”, Mary Allen Guffy. Thomson
Publishers, 7" Edition, 2010.

3. “Business & Administrative Communication, Kitty O Locker, Irwin McGraw-Hill, 10%
Edition, 2012.

4. “Basic Business Communication, Skills for Empowering the Internet Generation”,
LesikarFlatley Irwin, McGraw-Hill, 9 Edition, 2002.

5. "Business Communication”, AC Buddy Krizan, Patricia Merrier, Carol Larson Jones, Jules
Harcourt, International Thomson Publishing, 6™ Edition, 2004.



