1.3 BUSINESS COMMUNICATIONS

Aims and Objectives

To enable students to maximize their personal effectiveness by improving interpersonal communication skills.

To provide students with the knowledge and techniques that will assist perfor mance at all levels and in all situations.
To provide themwith the framewaork for preparing reports and other written forms of communication.

To provide students with an understanding of the elements of visual communication and with electronic channels of
communication.

To provide a range of communication opportunities to enable students to practice and develop their confidence in a
safe environment.
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Indicative Content and Weighting

1.3.1 The Process of Communication (15%)

X How and why people communicate and the major barriers to successfu communication.

Communications routes through organizations.

The importance of reading, summarizing and listening skills.

Non-verbal communication and the role of perception, attitude, congeniality, credibility and expectation.

The process of planning business messages, developing an audience profile, establishing the mainidea and selecting
the channel of communication.
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1.3.2 Written Communication (20%0)

X Advantages and disadvantages of written communication.

X Types of written communication.

X Formats for menmos, letters, briefs, direct mail, reports, press releases, telesales scripts, adverts and job descriptions.

1.3.3 Statistical Information  (10%)
X  Presentation of facts, figures and findings -the use of tables, charts and diagrans.

1.3.4 Oral Communication (15%)

X The importance of verbal skills, questioning skills, customer complaints handling, negotiation skills and persuasive
language.

X The formal presentation - preparation and techniques.

X  Effective use of telephone marketing skills.

1.3.5 Visual Communication (10%)

X Planning, designing and producing visual aids.

X The value, impact and perception of colour, shapes and styles.
X The role oflogos, letter heads and images in marketing.

1.3.6 Meetings, Discussions and Interviews (15%)

X The role of meetings and interviews.

x  Different types of meetings and interviews - structures and procedures.
X Participants, terminology and necessary documentation.

1.3.7 Information Technology for Business Communication  (15%)

X Information Technology and electronic office equipment systems.

Desk-top computing, electronic networks and fax, telex and view data systems.
Information Technology and telephone communication.

Information Technology developments and trends,
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