17300 BUSINESS ENGLISH 111 - PART 1

Reading 25%
Writing 25%
Listening & Speaking 50%
Module Aim

In this tailormade programme the students have the opportunity to improve the most
pertinent businesssoft skills through appropriate learning channelsThe activities n this
motivating progranme will enablethe studentsto develop the skills, techniques and disciplines
to translate their career goals into realjtthereby providing thembetter opportunities to
identify the competencies that are essential to enswaffective contributionto the job roles in
an organization In achieving successful and strategically beneficial outcontes,unique
approach blendsvith focused workshopand emoduleswith the aim to expose pdicipants to

real life communicationproviding themthe opportunity to communicate imealidic situations

Specification Grid
Theabovegrid shows the relative weightisgyiven to the relevant language skills
Integrated Learning Outcomes

Upon succedal completion of this course the student will be able to:

use the telephone effectively

conduct and participate effectively in meetings and discussions

master the art ofnegotiating

engage in effective oral communications in business environments

write documents clearly, concisely and effectively while applying appropriate rhetorical
strategies in business

x give dynamic presentations
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Module Contents

A The challenges of communicating in a business environment by telephone

- Making an excellent first impress
- Structuring inbound and outbound csll

- Managing caller expectations

- Handling questions effectively

- Understanding the barriers to good listening

- Overcoming language barriers and confirming information correctly

- Using a confident telephone voice, expa® tone and professional language
- Taking control and leading situations forward

- Techniques to avoid issue escalating

- Showing genuine interest and empathy

B Conduct principled negotiations that result in wise agreements

- Learninghow to recognize and undstand your own personality traits and tactics

- Learning to manage the inherent tensions of a negotiation

- Mapping out the negotiation process

- Formulating communicating strategies based on various situations
- Enhancing skills by applying best practicesreshworld setting

- Conflict management

- Using positive reinforcement

C Build collaborative relationships through effective communication that emphasize

trust and respect

- Handle situationsn aflexible, genuine and setfonfident manner to achieve results
in communications

- Communicate effectively using simple, precise and direct language

- Fostering cross cultural understanding

- Eliminating the roa¢blocks that undermine the ability to communicate effectively

- Understanding communication dynamics

- Working withbody language

- Effects ofActiveand passive communication



Enhancing professional writing skills

Defining effective professional writing protocols

Examining techniques to overcome writers block

Structuring your writing

Investigating how to entice your agership

Finding an appropriate tone

Exploringvays to seHedit

Promoting writing that is easy read, understand and act upon in a business
environment

Conducting formal and informal business meetings

Understanding meeting formats

Understanding roleand responsibilities

Awareness of meeting etiquette and policy

Requesting, planning, conducting and followingon a meeting
Identifying tasks required for radglayed at a business meeting
Facilitating successful participation

Handling difficult partipants and situations

Presenting to persuade and motivate others

Fine tuning the delivery style to maximize impact
Understanding your audience

Overcomingand managing fear

Structuring a presentatioand presentation logistics
Handling questionandfeedback

Self awareness and creating rapport with the audience
Effective voice projection and verbal dynamism



