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Course Description 

Business communication is the process of sharing information between people within and 
outside a company. Effective business communication is how employees and management 
interact to reach organizational goals. Its purpose is to improve organizational practices and 
reduce errors. This course is designed to give students a comprehensive view of 
communication, its scope and importance in business, and the role of communication in 
establishing a favorable outside the firm environment, as well as an effective internal 
communications program. 
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Course Description 

Business Communication is designed to introduce you to skills and practices that will help you 
communicate and develop communication strategies for yourself who are readying 
themselves for their post-graduate career. We will explore how to communicate in written and 
oral form. We will look at the standard practices for communicating within and across 
business sectors.  We will practice some of the fundamentals of business writing, including 
resumes, cover letters, and business correspondence and how to be persuasive and 
engaging in these writings. Additionally, we will explore oral presentation as it exists in 
different professional contexts and settings. 

 


