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THE MAIN TOPICS
\
CHAPTER 1: UNDERSTANDING BUSINESS .- . .
Jard) (ka2 Ay il alai) agl 1) Juadl)
COMMUNICATION IN TODAY’S WORKPLACE. _:‘9:‘_“
Which will cover: fcart (g Al
< Understanding Why Communication Matters 5 ‘)ﬂ\ Mi Y ?@
< Communicating in Today’s Global Business - Cap s i . -
Environment. ?J‘%‘M MM\ ey 4 " dm\j'm
< Exploring the Communication Process. d\.aa.i\]\ MA.G T
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CHAPTER 2: MASTERING TEAM SKILLS O Jual il (G Al G g QD) 1Y Juadl
INTERPERSONAL COMMUNICATION. UAM\J\
<+ Communicating Effectively in Teams. JJQ ‘_;3 Jadl) Jual gill
< Collaborating on Communication Efforts. Suai) dgga 2 otadl
< Making Your Meetings More Productive daalt) i «‘.KSL:{.A'J;\ Jaa
< Improving Your Listening Skills. FEN &La".m‘i\ Gl jlgea (gt
< Improving Your Nonverbal Communication Skills ‘5-‘,#3 gfgﬂﬂ J.-.'-‘; Juaiy) Qg (el
< Developing Your Business Etiquette. Ales ‘r‘m #Jh:'
< Advantages and Disadvantages of Teams. ) ) JJ‘-“ i€ 9 L e
< The most effective teams share the following _4.,331;'4\ wa‘ Cﬁﬁ A‘TAM stw éﬂ‘ ‘ﬂJm
characteristics.
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CHAPTER 3: PLANNING BUSINESS MESSAGES Jard) Jil y Jadads 1 ¥ Ladll
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Understanding the Three-Step Writing Process
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HAPTER 5: WRITING PERSUASIVE i i 3\.\135 e ualal) Juadl
MESSAGES. s b b aiy o)
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Using the Three-Step Writing Process for dxnaall Lo U ) glad
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Step 3: Completing Persuasive Messages
\_ J

www.midocean.ae



|
MIDOCEA

' The following topics will be covered:

2 B
CHAPTER 6: UNDERSTANDING AND J,A,Jm‘ y ..I . :9 P’SA - M‘
PLANNING REPORTS AND PROPOSALS. LCila i8al) g
WHICH WILL COVER: e .

** The Types Of Reports. 4"2’“ u‘yf g—mj
s Applying the Three-Step Writing Process to B ar

Reports and Proposals. te Gl ghad G e 4 Sall LUl Alae Gpadas
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CHAPTER 7 : WRITING AND COMPLETING Cila, jilal) 9 o SN JlaSia) 9 AUS 1V Jaadl

REPORTS AND PROPOSALS 1R g (Sl g
WHICH WILL COVER:
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< Adapting to Your Audience. REPYYPLy PRW Kl

< Drafting Proposal Content. 8l (s siaa A lua
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» Helping Readers Find Their Way.
% Designing Effective Visuals

»» Completing Reports and Proposals
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CHAPTER 8 : BULDING CAREERS :\.\USJ 18 1) el =A 5 231
AND WRITING RESUMES AN ad)
WHICH WILL COVER: : L;"L”u — GJ‘
(b il il 25 S
O how to find the ideal opportunity in . | |
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today’s job market. le Jled o Pray ala oLy
O building an effective LinkedIn LinkedIn.
profile.
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CHAPTER 9 : APPLYING AND Jaadl LB 61 ja) g agdall 18 Juadl)
INTERVIEWING FOR EMPLOYMENT. L
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= |INTERVIEWING FOR SUCCESS . : -
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