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O Explain the importance of effective Aol Jladll ol il Al 7 55 O
communication to your career and to the Jarin Al @S 8 g Anigall el jrual
companies where you will work. gt

O Explain what it means to communicate asa 4w 8 —igall Joal gl e = 3 [
professional in a business context. ezl

O Comparing the conventional communication galall Joal gill Aalee #3434 5laa [
process model with the social (s iay) Jal gl 3 gy
communication model.

[ Identifying the benefits of business (Jlee ¥ VL) L o iS5 23 58 2 (O

communication technology.

O Evaluating the role of modern technologies — (pwad 85 paleall L@l a0 ass
in improving the effectiveness and efficiency Sieal) Jaal gill 3olS ¢ Allad
of professional communication

O Learn about the fundamental principles of ol gill Gl fealedd) e oyl 3
ethical and legal communication. sl 5 JEIAY)
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Understanding the importance of
communication.
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0 Communication is the process of (n Slaalls Slagleall Jolsd dolee s Jual i) (]

transferring information and meaning i) sl g alasinly ¢lld g el 5 Jus yall
between senders and receivers, using «aal dual il iied Sy Juai¥) Qi s (e
one or more forms of media. For (o mad sl asgdll J&5 8 aalw o o
communication to be considered <l Y
successful, it also must transfer or
negotiate understanding.
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O You can have the greatest ideas in the 2.8 ¥ 8ale LSl ddaily LS8 elnl 5508
world, but they usually aren’t much ki ad13) 1558 4 vgall @i e of SIS ;5
good to your company or your career if . gL 5 7 g Lgic y il
you can’t express them clearly and

persuasively.

0 Some jobs, such as sales and customer a—c2dy Glanall (il g J 5 c@ildagll =y (]
support roles, are primarily about Jaal sl Joa J oV alaall & gaaii (o laall

communicating. y

\_




MIDOCEA|

Communication is important to your career UNIVERSITY |

Lecture @6—‘3‘ &M*M‘Jﬁ‘
~N
QIf you move into an executive role or <liS i il o Gl e caddas 130 03

launch your own company, you can dwalsill ellging ol adgiall (ad daalall
expect communication to consume the (sxedll ol jaalld Gy e )5S 12 s
majority of your time. Top executives (wy «Jual sl A aglec g alaza () pual;
spend most of their workdays ©sShe ¥ el Jel) day Lol
communicating, and businesspeople who el J Jsasll dlad Jiail &l jlee
can’t communicate well don’t stand much Lualiall
chance of reaching the top.
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Communication is important to your career
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O No matter which route you follow, o JSa3 caeiii s01 jlusdll (pe L) 2y O

keep in mind that the world is full of

good marketing strategists, good

accountants, good engineers, and
good attorneys—but it is not full of
good communicators. View this as an
opportunity to stand out from vyour

competition in the job market.

Gos—nill SV ae (B el pall o Lo Gl
(e pgia 418 (ST ¢ oAl 5 Anigl) 5 Aruilaall
e ) e Al Jlas¥l <l jleas (s e
G5 b ludlic (e 3 da iS5 4Y)
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O Aside  from  the  personal  benefits, oS0l s doadall 2l bl ils ) 0
communication should be important to you  age 45Y el il Ll Jl 1 sl Jual il
because it is important to your company in :d—bul cYL s AW __a el , )
three essential areas:
v’ Operations: Every company needs fast, @ dalsi 348,58 JS 700 aldall v
effective communication between managers «alwd¥) Jalyg (il sall 5 o paall G Jladg
and staff, within departments, between Culaill LS 385 48 a0 Cp g Al g
departments, and between the company and Oma &)
its external business partners. p
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v’ Intelligence: Companies need to keep a 4&dxialic ) i€, &l xliasiplsdl)
constant “ear to the ground” to be alerted sl JSUill 5 lalaall 5 (a jill 3 paivua g
to new opportunities, risks, and impending Lol g Blals
problems—both internally and externally.

v Relationships: Just as in personal and Asaddll ClESall & Jll g LS ccl®al) v
social relationships, business relationships e 4o kil GLENall A dad delaial)

depend on communication. Jual 5l
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What makes business communication effective?
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To make your communication efforts as effective as
possible, focus on making them practical, factual,
concise, clear, and persuasive:

v" Provide practical information. Give recipients
useful information that helps them solve problems,
pursue opportunities, or take other action.

v' Give facts rather than vague impressions. Use
concrete language, specific detail, and information
that is clear, accurate, and ethical. When an
opinion is called for, present compelling evidence
to support your conclusion.
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What makes business communication effective?
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v' Communicate efficiently. Concise messages show
respect for people’s time, and they increase the
chances of a positive response.

v Clarify expectations and responsibilities. Craft
messages to generate a specific response from
readers. When appropriate, clearly state what you
expect from audience members or what you can
do for them.

v' Offer compelling arguments and
recommendations. When a situation calls for
persuasive communication, show your readers
how they will benefit if they respond the way you
would like them to respond.

8ol il elad Al Sl g8 v/
BEBE ISR REE PRSTPENRUR PR
Anlag) Dlaia) e J sl
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Elements of Professionalism UN I
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To be respected as a true

professional, develop these

six qualities.

A jiely AV ol jialy sl

o2 ygdai lile (L& jing Liadld
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v Acquiring, processing, and sharing information. .S Lda g Lgtallaa g Clagleadl Jde Joandl v
Employers expect you to be able to recognize apaai e 5 2l elic Janll o al o850y
information needs, locate and evaluate reliable W jolias aaad s cla gadll (4w Elilalyial
sources of information, organize information dda yis daLuJ 2 Lealati y clganil g 43 g sall
into cohesive messages, and use information sla syl Ls Ule _LFUQ\ J ealadi il
ethically. This collection of skills is often <laglaall 483L" Ay & jleall (4w de gandll
referred to as digital information fluency. Md |

Lecture

v Using communication to foster positive .Aala)Jwe clde il Ja) i) aladin) v/
working relationships. This task includes il a s jlasy gl )i agall o2 Jo s
listening, practicing good etiquette, resolving as Joalsill 5 cal yials Gle 1l Ja g e gLl
conflicts respectfully, and communicating with Ae sile Clild e palad]
people from diverse backgrounds.
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v' Representing your employer in the public a8 alall Jlaall 8 dle cala J b v
arena. Employers expect you to act responsibly 48l yia) g 43 g5 (o paaill dlia Jaall Claial
and professionally on social media and in other  G—la e 5 elaia¥l Joal 6l Sl e
venues and to follow accepted standards of ae)gll &4 g8all Hulaall o) 3N 5 clatall
grammar, spelling, and other aspects of quality 42USl (il sa (e L e ¢ (A 0Dy 5 4 gl
writing and speaking. Baal) Euaadll

v Efficiently using the tools that your employer J—aal caaloa La j8 gy il <l ga¥) aladiu) v/
provides. Aside from in-person conversations <lelaia¥ly ol falaall aila I8 5ol 8,
and meetings, every instance of business Ay 8 Jual sl JISET aren el 63 il
communication involves some level of laal a8y 1A) L o) S Lo Laladiind Janl)
technological assistance, so employers expect a il &l 2V aladiul sala) ik sall (e Jeand)
level of proficiency with the tools they provide AVEPRLEY

ou to use.
! Yy
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Exploring the Communication Process
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by understanding communication as a process with
distinct steps, you can improve the odds that your
messages will reach their intended audiences and
produce their intended effects.

This section explores the communication process in
two stages:

v first by following a message from one sender to
one receiver in the conventional communication
model.

v' and then by expanding on that approach with
multiple messages and participants in the social
communication model.

Q\#Q\J@Aﬂ OJL*-\-“—L\J-'A\)-\M?@AJ)AUA
) il Jsma s pa b (poaad LS 6 an
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s all e Al 5l e daslie A e Y S V1
sl Joal gl 3 pad 8 Jiiall )
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The conventional communication model
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1 The conventional model presented illustrates
how a single idea moves from one sender to
one receiver. In a larger sense, it also helps
represent the traditional nature of business
communication, which was primarily defined

by a publishing or broadcasting mindset.

L 3,58 J&H 2 goaia sl (suliill 23 5aill sy U
130 Sy cpns) (s Jiitall Y du sl e
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O Externally, a company issued carefully scripted
messages to a mass audience that often had few
options for responding to those messages or initiating
conversations on their own. Customers and other
interested parties had few ways to connect with one
another to ask questions, share information, or offer
support. Internally, communication tended to follow
the same “we talk, you listen” model, with upper

managers issuing directives to lower-level supervisors

\ and employees.

Baza Jilu y 4a o IS Al CulS ¢l &8 (]
Opraisall (501 (S5 a5 ) sgan () A8y
s Jilu )l oda ae Jeldill 53 sane il L
Jal il il s i (Y1 Ll il ) pn
A Ayizall Clgall g ¢ Slaall claiayl
A1 7 sl g il gleal) Jalii g Jelail) daa 3
s gall Jrala (iadlig o) Y1 A< L dia g
G Lgliie B3 s aiy 3l Juaiyl oS
b sall () Sladdaill aa 55 Wlall 3 laY) (S
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The social communication model
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O However, in recent vyears, a variety of el Gl G al) Gl 8wl e O
technologies have enabled and inspired a new bl & s 3 suad Colas) & byl (g
approach to business communication. In contrast (Se e 5 . JaeV) Jaa b Joal il
to the publishing mindset, this social Fiseill lia el doaill Jaal gl cadld
communication model is interactive, ¢« s Ael&ll aaiday elda¥) Jeal gill
conversational, and usually open to all who wish (= (&) ) aea e‘—A‘ sale T8 A g
to participate. Audience members are no longer 2=« Jsganll 2 ayaledlly g A< L Sl
passive recipients of messages but active (- Oalxd eS8 ) sal di (Oanli Garaiie

participants in a conversation. el gl dlac

\__ 1o
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O Social media have given customers and other

stakeholders a voice they did not have in the past.
Instead of transmitting a fixed message, a sender
in a social media environment initiates a
conversation by asking a question or sharing
valuable information. Information spread this way
is often revised and reshaped by the participants
as they forward it and comment on it. People can
expand it, confirm it, amplify it, or refute it,

depending on their needs and interests.

Clgalls eMaall elaia¥) Jual il Jilus cidie O
5 gl e il dia i (5 yAY) Aindl
Jis )l cre Y2 08 (e gl Aalia (4S5 a1 dm b
Joaal gl Ay o (¢ gaadtanall Ty A Jilas
A Hldie ol AWV 7 5l e 15 e el aiaY]
Gl sleall oda Jarat 21y Le Wlle 5 408 il slas
o e b sale) dde S HLdall 8 (e La g ki s
sl i Ll i pei€as i clgle (3e3)
peilalia¥ Lsag el 135 clan & of La y a3

Y s

1-22



/‘

Lecture

01

The social communication model
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Conventional Communication:
“We Talk, You Listen”

s s ulsil) Jual gil)
" i Al g cduaalii cad"

The Social Model:
“Let’s Have a Conversation”

1S LadaY) i gadll
"aall Ugsa"
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[ The social communication model offers many  «L el (e waall elaia¥l Jual gl #3503 4o O
advantages, but it has some disadvantages as el coganll (s e Uiail Jai iy 4 <)

well, starting with less control. People inside  OLSab LS Ll Sat 1) (6 8 via (al i

and outside a company have always been able il i 285 Lga jla 5J 48, 8l 8 cplal )
to refute management statements or spread A4S _,-all Claal of V) il il i 5l 3 Y
rumors, for example, but owners and (& Ss3l e b a8l pany sl | 6IS 5 Y
managers could assert at least a degree of Aaliall Jual gl il HLA il T3 ¢ ) el 028
control because the options for everyone else Lealadin) 48T o1& ) 5 o A

were limited and often expensive.

\- )1—24
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O more stakeholders have a say in the conversation via  Jualsill & daliadl Clasal 48 Hlie 3l 35 e (O

social media, they can use the megaphone power of  aglSal rual ¢ elaia¥l dual sill Jilus e
the crowd to shape public perceptions in significant ~ J3A& G aladl sl A1 8 5 Jay alal)
ways, such as arranging boycotts of companies —las ardaii e cal o)) an il alast Ll
whose policies they disagree with or influencing «iulbw Ao (o8 oY Al SIS 4 dalalis

where and how companies advertise. Al Y Ll yiul a8

O Once a message gets out in the “wild,” it can be @l e WY e Al @l -3 a0
amplified, distorted, or misused in ways the original  alaaiu¥ ¢ s sl 4yl of mdcall i o
sender never envisioned. (sba¥) G pall gl iy ol (§ sk

\. Y,
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O A second potential disadvantage of the social model — al 3 o Liayl Zsill 1as e ey U
is complexity. Companies and individuals have =) J s sll A ulSa) ol 14V IS, Gl (o)
access to more information than ever before, which  ilsa 41 sl 58 5 (e slaall (e lila CilpeS
is both positive and negative. On the negative side, 2xc 33 ) cduludl il sall g Anla g Anlay)
there are more communication channels to monitor, 33 {Lgill jo caay Sl Joal gl <l 538
more work is needed to separate valuable (e satall Cilaglrall Jiadl HSTaga ) dalall

information from noise, there is a greater risk of the — ha 3305 e Db dad b e Gl sladll

spread of false information, and there is a greater &kl &Y auagh Al adll Cila slaal) LIS
threat of information overload. e glaall
\ /126
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L Noise and distractions. External distractions range
from uncomfortable meeting rooms to reminders
popping up on your screen while you’re trying to
write or read. Internal distractions are thoughts and
emotions that prevent audiences from focusing on
incoming messages.

O Competing messages. Having your audience’s
undivided attention is a rare luxury. In most cases,
you must compete with other messages that are

trying to reach your audience at the same time.

~N
s Al i il & ol 5 clitdall g gl gal) O
Ds—bs A el je Slelaal¥l Cleld
5 I N I e P T S e | O PR RV
Dseanl) piad el s A a dglalall ol
8l o) il (e 58 il (e

u.uﬁl_\.m uﬂ.ﬂr— LAl ("L'M(.é _"BJ.JU 4\_&\3) Az
= s sl Jslad ) 5 Al Jil )l e

Ay gl ) sgan
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O Filters. Messages can be blocked or distorted by
filters, which are any human or technological
interventions between the sender and the receiver.
Filtering can be intentional (such as automatically
filing incoming email messages based on sender or
content) or unintentional (such as an overly

aggressive spam filter that traps legitimate emails).

(J Channel breakdowns. Sometimes the channel

simply fails to deliver your message at all.

Aol 2 Lely ad 5l Jilu )l as (S, 0 O
O Ao 1S 51 Ay DA (g a5 a0l
Hie) B3 guaia 5l (5585 28 Jaiusal) 5 Jus 4l
el LD 83 ) 5l (9 ST 3 5l Bila ) i
Jia) 8 guaia pe gl (sdinall 5 Jupdll e
Sy JSs Jamy (530 i sl 2yl 5 5l oL
(Ae sl 4 SIYY il )l lay)

J3& () Gy b Jual) @i g b Jee O
Ll il (a5 3 Juai¥) 3l

~N
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How Audiences Receive Messages
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O Consider audience expectations. Deliver
messages using the media and channels that the
audience expects. If colleagues expect meeting
notices to be delivered by email, don’t suddenly
switch gears and start delivering the notices via
blog posts without telling anyone.

 Make messages user-friendly. Even if audiences
are actively looking for your messages, they may
not get the messages if you make them hard to

find, hard to navigate, or hard to read.

Sl 238 Lol b ) gganl) ciladgi oz O
13 seeall Lga sty il <l gl Jailas 1wl
e Slelainl) Gl jla ) ailid () 28 5 505 OIS
Sy} (o T g lad o jlusa i Db o g yiSIY) 2 il
@) Sl (0 A sl Gl 5 die Hoe il e iy
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O Practice empathy. Make sure your messages
speak to the audience by clearly addressing their
wants and needs—not just yours. This is the
essence of the concept of "focusing on others."

U Design for compatibility. Make sure your
messages are compatible with the devices your
audiences will use to read, listen to, or view them.
For example, websites designed for full-size
computer screens can be difficult to view on

mobile devices.

~N
D seaal) i il o) e XU cabaladl) Gule O
- Z s aelalialy agile ) dalle A
aseie s 5b 1 llalialy OBl L Gl
S AY e S A
5 e pe 438) gia Gllile ) o)) (e Sl 380 g3l aua O
Leall g laiaall) i Lgdiel 8 &l ) ggan Lgaaiin Al
Call e 5% 28 (JUal s e Lgimlia
LS i 5n0el LA sl sl 1) 5o ia e
A sendl 3 3eaY) e anall

1-30



/‘

Pl How Audiences Receive Messages

MIDOCEA|

UNIVERSITYl

Jila ) gpanll Jifieny Cig
01

O Emphasize familiarity. Use words, images,
and designs that are familiar to your
audience. For example, company websites
usually put information about the company
on a page called “About” or “About Us,” so
today’s audiences expect to see such

information on a page with this title.

38 glle asaloai s 15 g s i€ aasind A e %,00
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Using Technology to Improve Communication
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Contemporary business communication is a
technology-enabled activity, and your success
as a communicator will depend on your
comfort and skill with the tools you’ll have at
your disposal. You are already using some of
these tools, and you will be able to adapt your
experience with various forms of digital and

social media to workplace communication.
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» Making communication more effective by
helping people craft messages that convey their
ideas more clearly and persuasively.

» Making communication more efficient by
reducing the time and effort needed to create,
transmit, and consume messages.

» Improving research to help communicators
discover, process, and apply information.

» Assisting communicators with decision-making
by guiding them through complex sets of data.

» Removing communication barriers so more
people can participate in the communication
process more easily.
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The spectrum of contemporary communication technology
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1. Social and Workgroup Communication Systems

Social media are digital platforms that empower
stakeholders as participants in the communication
process by allowing them to share content, revise
content, respond to content, or contribute new
content. Millions of companies now use public
networks such as Facebook and Twitter to connect
with customers, and many also have private, internal
social networks that are restricted to employees and
selected business partners. These private systems are
often enhanced with shared file access, group
messaging, and real-time collaboration capabilities
for brainstorming, reviewing and revising documents,
and virtual meetings.
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The spectrum of contemporary communication technology
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2. Mobile Communication

Mobile connectivity is revolutionizing
communication, allowing for flexibility, productivity,
and collaboration. With over half of internet access
now via mobile devices, it's essential in the digital
workplace. Business mobile communication uses
tools like social media, messaging, and apps for
presentations, project management, and financial

reporting.

Al ganal) 33gaY) e Jual gl Y

Jlae 8555 A ganall 3 3gall e JlaliVl 4 il
Al s A0 g pall 3o jad 8 Cradls s (VLAY
C Y] eddie Chual (e T alalie) pay o sladll
JeaiV) (e & sl 138 maal A ganall 53 e
Juac ) gl axiiy g Aed Jl) Jranll A (8 G5 pua
S i ganall 3 a1 JlaiVl el ol
oasall a8 (Jilu )l Glanks ) e laia) Jual 5l
Allall o lall slae ) ag jliall 3 ))a) 5 dasa 63l

~N

1-36



Lecture

5 ynalaal) Jualy) cildis g

The spectrum of contemporary communication technology

MIDOCEA|

UNIVERSITYl

3. Intelligent Communication Technology

Intelligent Communication Technology (ICT) is a group of
capabilities that utilize artificial intelligence to improve the
communication experience. Al is now widely used in
business and communication, with companies like
Amazon, Apple, Facebook, Google, Microsoft, Netflix, and
Spotify relying on Al for their services. Recent
developments in Al have led to the development of
specialized systems for specific tasks, refined neural

networks, and the availability of massive data sets, low-

\ cost storage, and fast processors.
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3. Intelligent Communication Technology

ICT relies on several fundamental Al techniques,
including machine learning and deep learning, natural
language processing (NLP), and computer vision.
Machine learning focuses on understanding and
manipulating language in unpredictable ways, while
deep learning uses layers of neural networks to attack
problems at multiple levels. Natural language
processing aims to understand and manipulate
language in natural ways, while computer vision
analyzes elements of photos, videos, and live camera
images to identify their content. These advancements
are expected to play a key role in the future of

\ business communication.
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These tools help communicators make more-compelling
choices by offering suggestions and providing feedback or
by enhancing the audience experience with additional
information.

d Augmented writing systems analyze word and phrase
choices and suggest more effective ways to convey
ideas.

(d Augmented reality tools enhance communication by
providing relevant information to users, such as on-the-
spot guidance for troubleshooting and repairing

equipment.

s e Jeal gl e cpadlall ¢l ga¥) sda aelud
sl i) a8 DL e el 5 A el s
ALl Gl slaay

l Hlia) a3 jeaad) Al Aalii) 2o & [
i dled 55T LE Yo g ol Ll 5 LIS
S8 Jaa il

IR e il sl enal) 2Bl gl 9ol 553 O
Clga 5 JHe ¢paadivall 4 Gl slaa b 53
B! 7ol s el Jal 4y ) 4

~N

)

ib=2le



O Applicant

Lecture

peldS i) Jual gil) Jaa

Making Communication More Efficient

MIDOCEA|

UNIVERSITYl

evaluation systems expedite job
application screening, especially in early stages of
the recruiting cycle. They evaluate resumes,
predict job interest, and assist in interviews with
chatbots and video analysis tools.

Automated writing now enables summarizing
corporate news and sports stories, with companies
like Yahoo! Sports wusing Al to generate
personalized draft reports and game recaps.

Chatbots and taskbots assist humans in various
communication functions, such as product
selection guidance and virtual assistants, enabling
companies to communicate more effectively and at
a lower cost.

@ﬂ\u&JﬁMWM\MM\&w |

e.\s.i‘;@ u_\L}.\S\ OJJJUA&JY‘ dé\‘)ﬂj\‘.ﬁmlé
J.Cl.udj cM:\L}SL\ u,g.qM\ eLAJAL.\ Lﬂ“"ﬁ M.y\ﬂ\ ‘):\....J\
Jalai i gal 5 4o all g g ) alasinly LAl &

sl

J\—J.;‘Y\ arali oY ;\-,,\f‘g\ 3\..91355\ G_A\J_) olSaly Cq_m\
Jile S 55 2000 G el Sl 5 Sl il
5 ga o las ¢\_.1.N LFCML..AY\ <SA) o) s saly

bl Aliadle g daiada

ALY g g 1 g At A Al el 4 el
cailda y Calisa elal 84 il pleall ¢1aY dacadll
Glatiall HLdY peadt vl da 55 Jie (Jloai)
ST IS (el il (e S5 Ry L il

RE RHNPER

~

1-40



MIDOCEA

UNIVERSITY

Committing to Ethical and Legal
OICH Communication

I s (BN Jual gilly ol 50N



Lecture

S g AMAY) Jual gilly o) FiY)

Commiitting to Ethical and Legal Communication

MIDOCEA|

UNIVERSITYl

Ethics govern behavior and decision-making in
society, and communication efforts are a
company's public face. Ethical communication
provides complete and true information for
informed decision-making, without deception.
Companies must trust their audience to provide
accurate information, and intentionally violating

this trust results in unethical communication.
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1. Withholding Information:

Senders can intentionally withhold information
in social media proposals, avoiding responsibility
for mistakes or incomplete facts. Transparency
is crucial in conversations, ensuring all
participants have access to the necessary

information.
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2. Distorting Information:

Distorting information is an unethical practice that can
involve words, numbers, or images. It can be done
selectively, using averages to conceal extreme values, or
manipulating trend calculations to suggest future values.
Images can also be manipulated to exaggerate or conceal
differences. As tools for manipulating sound, images, and
video become more sophisticated, distortion and
fabrication of information are becoming greater

concerns. Business communicators must be more vigilant

\ as information consumers and creators.
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3. Plagiarizing:

Plagiarism is presenting someone else’s words
or other creative product as your own. Note
that plagiarism can also be illegal if it violates a
copyright, which is a form of legal protection

for the originators of creative content.
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Whether or not a company has formal guidelines in place,
every employee has a responsibility to communicate in an
ethical manner. To make sure you are communicating

ethically, keep these five questions in mind:

1. Is my intention honorable, and does it demonstrate

respect for my audience?

2. Am | giving my readers or listeners all the information
they need to take an informed stance or make an

informed decision?
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. Have | considered the effect my message will
have on the audience and anyone else who

might be affected by it?

. Am | respecting the legal and moral rights of

anyone whose information or ideas | am using?

. Could a different approach produce a more

positive outcome for everyone involved?
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U Promotional communication.

Anyone who creates marketing messages needs to be
aware of the many laws that govern truth and accuracy
in advertising. These laws address such issues as false
and deceptive advertising, claims expressed on product
packaging, the use of celebrity testimonials, and bait-
and-switch tactics in which a store advertises a lower-
priced product to lure consumers into a store but then

tries to sell them a more expensive item.
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[ Contracts. Assell [

A contract is a legally binding promise between (s hll aal sty Cus (8 yla (o U gild o 3l (BLE1 g8 2t
two parties in which one party makes a specified 4c saas 2g82ll azig JAY) o plall aliy 5 130a0 U je
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employment, purchasing and leasing, project

services, and nondisclosure agreements.
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O Intellectual property.

Intellectual property (IP) includes copyrighted
materials as well as industrial property such as

patents, product designs, and logos.
O Financial reporting.

Finance and accounting professionals who work for
publicly traded companies (those that sell stock to

the public) must adhere to stringent reporting laws.
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(] Defamation.

Negative comments about another party raise the possibility of
defamation, the intentional public communication of false

statements that damage character or reputation.
O Transparency requirements.

Governments around the world are taking steps to help ensure
that consumers and other parties know who is behind the

information they receive, particularly when it appears online.
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communication skills are the single most important asset

you can polish as you launch and manage your career.

O Critical thinking. In many of the assignments and
activities, you will need to define and solve problems
and make decisions or form judgments about a

situation or set of circumstances.

O Collaboration. Depending on the configuration of
your course, you will have various opportunities to

work with classmates on reports, presentations, and

\_ other projects.
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O Knowledge application and analysis. The
ability to learn a concept and then apply that
knowledge to other challenges is a skill that

employers value highly.

 Business ethics and social responsibility. As
you work on projects throughout this course,
be mindful of the ethical implications that
you could encounter in similar projects on the

job.
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O Information technology skills. Use projects and

activities to build your skills with technology,
including word-processing apps, spreadsheets,
presentation software, messaging systems, and

Al tools.

Data literacy. You’ll have multiple opportunities
to fine-tune your data literacy skills, which
include the ability to access, assess, interpret,
manipulate, summarize, and communicate

data.
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