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Course title: Business Communications

in Office

Tl A Y T el

Course number and code: SIR 2312
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Module Description
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This course addresses the application of
busingss  communicaticn  prineiples
thraugh ereation of effective husiness
documents and oral presentations. 1t also
includes studying and applying of team
communication and the use of technology
to facilitate the communication process.
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Module Aims
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1-  Demonstrate  writing  and  speaking
processes through invention, organization,
drafling, revision, editing, and presentation.
2- Identifying the imporance of specifymg
audicnce and purpose and to  selest
appropriale communication choiees.

3-  Make stwdents  understand  and
appropriately apply modes of expression,
P4, descriptive, expositive, narralive,
scientific, and self-expressive, in wrillen,
visual, and oral communication.

4- To make studem participate effectively
in groups with emphasis on listening,
critical  and  reflective  thinking, and
responding.

3- Apply hasic prineiples of eritical
thinking, problem solving, and technical
proficiency in communication.
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and write a documented paper andfor to
give an oral presentation.
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Student Learning Outeomes:
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Upon satisfactory completion of this course, the student will be able to:

I. Apply business communication siralegies
and principles to  prepare  effective
communication far domestic and
internaticnal business situations.

2. Identify ethical, legal, cultural, and global
issues affecting business communication,

3. Utilize analytical and problem solving
skills appropriate iy business
communication.

4. Participate in team activities that lead to
the development of collaborative work skills.
5. Select appropriate organizational formats
and  channals used 1 developing  and
presenting business messages.

. Compose and revise accurate business
documents using computer technalogy.

7. Commumnicate via clectronie mail, Internes,
and ¢ther technologics,

£ Deliver an  effective
presentation.
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Text hook and other reguirements
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