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Course Description

-

The course

is organized into five

distinct parts:

Part | provides an overview of the
foundations and key concepts
important to studying business and
professional communication and

introduces students to central

principles related to verbal and
and

nonverbal communication

listening.
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Course Description

-

~

The course is organized into five

distinct parts:

« Parts Il, lll, and IV correspond with
the stages of experience that come
with entering the workplace for the
first time, developing and excelling
in the workplace, and connecting
terms like cultural diversity, mutual

respect, gender, ethnicity, race,

religion, and disabilities )
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Course Description

-

The course is organized into five

distinct parts:

Part V “Surviving in the Workplace”,
encourages students to develop
strategies for balancing work and
life through communication

process.
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Reference Book Aaicall gajall
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e Quintanilla, K. M., & Wahl, S. T
(2019).  Business and  professional
communication: Keys for workplace
excellence. Sage Publications.
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BUSINESS EXCELLENCE

Chapter 1: Business and Professional Excellence in the Workplace
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Business and Professional

Communication.

Understanding the KEYS Process.

Importance of Human
Communication.
Communication Process.
Social Media and Technology.
Communication Apprehension.

Communication Ethics.
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Verbal Non-verbal

Communication Communlcatlon
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Chapter 2: Verbal and Nonverbal Communication
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Verbal Communication.
Nonverbal Communication.
Codes of Nonverbal
Communication.

Forming Relationships With
Verbal and Nonverbal

Communication.
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Listening
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Chapter 3: Listening
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 Hearing and Listening. clalwllg goull -
« Barriers to Listening. clolwll Gilge -
. Listening Styles and Categories. cleiwll ciliag blail -
« Improving Your Listening. M gloiwdll uuai -
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Chapter 4: Résumeés, Interviews, and Negotiation
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« The Job-Seeking Process. daihgll gc dadladoc -
-« Stage One: Exploring. abusiwdl : Slgill dlayall
« Stage Two: Researching. il :auildl dlapall
- Stage Three: Applying. aaihgll axaill :aulil alapall
- Stage Four: Interviewing. dliléall :acilfdl dlapall
« Stage Five: Following Up. Aeiliall :auwelall dayall -
- Stage Six: Negotiating. waglaill :awaludl dlapall -
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Chapter 5: Diverse Workplace
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- Workplace Culture. Joell du aalsr -
« Assimilating College Students. adhll uletiwl -
- Diversity in Your Workplace. llac ylsa aggidll -
« Examples of Diversity in u'-e-ojl Gloudl u-ﬂ ggiil le alial -
Professional Contexts.




1
MIDOCEA[T!

UNIVERSITY
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INTERPERSONAL COMMUNICATION IN THE WORKPLACE:
How to Foster Better Relationships and Improve Productivity

Chapter 6: Interpersonal Communication at Work
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Interpersonal Communication at Work
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« Exploring Relationship Types at
Work.

 The Line Between Professional and
Personal.

« Professional Etiquette.
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Chapter 7: Strengthening Teams and Conducting Meetings
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« How Do Groups Differ From Teams? t@rall yc alcgonall calini s -

« Conducting Meetings. lilelainll xac -

-« Shared Leadership. .asyluall 6alsll -

- Problem Solving. QUSiuall Ja .

« Cultivating Innovative Thinking. S)sudl psoill auedi -

« Conflict in Team Meetings. Gipall alelainl a glpall -
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Chapter 8: Technology in the Workplace
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Technology in the Workplace
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Tools for Professionals.
 Drawbacks of Technology.
* Professional Etiquette With

Technology.

« Communication and Technology:
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Chapter 9: Business and Professional Writing
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Business and Professional Writing
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 The Importance of Written
Communication.
» Striving for Written
Communication Excellence.
* Types of Written Communication.
- W,
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EADERSHIP
o CAPABILITIES o
7 {

’ Leading Others
Conflict
Management
and Resolution ]

Chapter 10: Leadership and Conflict Management
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Leadership and Conflict Management
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What Is Leadership?

Utilizing Power

Improving Communication With
Leadership Theories

Hiring the Right Team

Following Up and Following Through
Communicating About Your Team
Dealing With Difficult People

Giving Feedback

Putting It Together

Managing Your Public Image
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Inform - Remind
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Chapter 11: Informing and Persuading
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* The Importance of Presenting igall jraill go yajell ol o

With Professional Excellence. : e , .
wadl yalclg yapa aiani -
« |dentifying Presentation

aledl il -
Opportunities and Purposes.

- Speaking to Inform., gliall Ganil -

« Speaking to Persuade.
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Speech Design
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Chapter 12:

Speech Design
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Speech Design
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 Analyzing the Audience.
* Analyzing the Context.

 Researching.

 Introductions.

e Conclusions.

« Language.

« Organizing Your Presentation.
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Chapter 13: Delivering a Speech With Professional Excellence
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Delivering a Presentation With
Professional Excellence.
PowerPoint and Other Supporting
Aids.

Practice Makes Perfect.

Team Presentations.
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Chapter 14: Work-Life Balance
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Work-Life Balance oliallg Jaell 1 jlgdl
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« The Importance of Work-Life blallg Jaell (ru gjlgill drami -
Balance. Jjlgdl pac piy -
 Triggers to Imbalance. Jjlgdl (guanil abalfuwl -

« Strategies for Balance.
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