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Business Communication

Learning Outcomes
At the end of the course unit, students should be able to;
e explain business communication and its key elements.
e  design business correspondence documents according
to generally accepted formats.
e identifynonverbal signals in interpersonal
communication.

e  demonstrate effective listening skills.
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e demonstrate basic skills in preparing individual and
group oral presentations.

e usecommunication technology effectively in business
communications.

e  conduct team meetings and small group discussions in an

efficient and effective manner.

Course Content
Introduction to business communication: What is
communication?, Communication process, Communication methods,
Importance of business communication, Communication barriers.
Business correspondence: Memo and letter writing, Writing
business reports, Email drafting. Listening and non- verbal
communication: Effective listening skills, Hidden messages sent
by managers, Body language. Presentation skills: Effective
presentation skills, Guidelines for preparing effective visual Aids.
Selecting and using communication technologies: Choosing
media, Technologically mediated Communication. One to one
communication: Interviewing skills and techniques, Giving
instructions and feedback, Questioning techniques. Meetings,
conferences, and small group communications: Communications
inteams, Presentations inteams, Conducting effective meetings and

conferences.

Method of Teaching and Learning
Lectures & Seminars
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Scheme of Evaluation

Final examination / Continuous assessment

Recommended Readings

1.

Brown, L., & Kaarlguard, R. (2019). The only business writing
book you’ll ever need (1st ed.). W. W. Norton & Company
Guftey, M. E., & Loewy, D. (2019). Essentials of business
communication (11th ed.). Cengage Learning.

Shwom, B. L. (2015). Business communication: Polishing your
professional presence. Pearson/Prentice Hall.

Timm, P.R. (2007), How to make a winning presentation (5th
ed.). Mumbai: Jaico Publishing House.
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1.

Kotler, P., & Armstrong, G. (2018). Principles of Marketing.
(17th ed.). New Jearsey: Pearson Education Inc.

De Alwis, A. C. D. & Darshani, R. K. N . D. (2018).
Marketing Mix: With More Practical Example in Sri Lankan
Context. Sanduni Publishers.

Kotler, P & Keller, K. L. (2016). Marketing Management.
(15th ed.). England: Pearson Education Limited.

Robbins S.P., & Coulter M., (2016). Management. (13thed.).
Pearson India Education Services Pvt.Ltd.

Rajaran, K.Ching, K. W, and Chua, R. Y. L. (2016).
Experiential and Active Learning Handbook for Management
Principles, Skills and Competencies-Nurturing Global leader
towards Managerial Excellence. McGraw Hill (ISBN: 978-
9-814-74290-0)

Bateman, T. S., & Snell, S. (2015). Management: Leading &
collaborating in a competitive world. (11th ed.). McGraw-
Hill Irwin.

Schermerhorn, J. R. (2015). Introduction to management.
(13th ed.). John Wiley & Sons.
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1. Armstrong, M., & Taylor, S. (2017). Armstrong s Handbook
of Human Resource Management practice (14" ed.).
London: Kogan Page.

2. Chalofsky, N., Rocco, T., & Morris, M. L. (2014). Handbook
of Human Resource Development. Wiley.

3. Dessler, G. (2015). Human Resource Management (14"
ed.). New Delhi: Prentice Hall

4. Opatha, H. H. N. D. P. (2017). Human Resource
Management (4" ed.). Department of HRM, University of
Sri Jayewardenepura.

5. Wilkinson, A., Redman, & T., Dundon, T. (2017).
Contemporary Human Resource Management Text and
Cases (5" ed.). London: Pearson. (5th ed) & London

(Pearson)
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Education.
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McGraw Hill.
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