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DIGITAL & COMMUNICATION

MODULE CODE BC305 | Business Communication [200 Notional hours]

MODULE AIM This supplementary course, in addition to the 12 required courses at Level Il or Ill, aims to enhance
business communication skills. It focuses on developing students' proficiency in listening, speaking,
reading, writing, and presentation, ensuring effective Business Communication to meet employer's
expectations in a professional environment.

. . Weightage | Notional

Units Learning Leads Pesaried Hours

1 Conversational Skills 20% 40
2 Reading Skills 20% 40
3 Business Writing Skills 20% 40
4 Functional Grammar 15% 30
5 Business Presentation Skills 15% 30
6 Job Interview Skills 10% 20

Learning Leads

Intended Learning Outcomes (ILOs)

Competency
Level

Weightage

Conversational
Skills

At the end of the learning lead students will be able to:

1.1

Demonstrate confidence in the use of the language in varied situations
in the real life and work environment.

Itisimportant to function confidently in the use of the target language
in formal and informal dialogues deriving detailed and specific
information on situations, people and things. Some situations are:

» Telephone conversations

 Giving directions

» Giving instructions

» Discussions with colleagues/ managers

» Facing interviews

1.2

Interpret printed texts, diagrams, tables and charts using appropriate
vocabulary and structures. This would invalve the following:

» Describing

» Explaining

» Giving reasons

» Comparing and contrasting of facts, figures, and statistics

1.3

Discuss potential situations in business and arriving at conclusions
through process of argument. This entails the following:

» Expressing opinions on situations and trends

» Explaining experiences

» Agreeing & disagreeing on matters of academic and professional /
business interests.

20%

Reading Skills

At the

end of the learning lead students will be able to:

2.1

Recognize lexical and contextual meanings of vocabulary in a given text.

Understanding the basic terminology in accounting and business is
required to comprehend subject related texts.

22

Identify discourse markers and linking words that maintain cohesion
and coherence of a printed text.

Understanding cohesion & coherence of a paragraph on matters of
accounting and business-related information is required :

» to facilitate comprehension of subject related texts.

20%

» Understand the logical flow of arguments
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Competency

Level Weightage

Learning Leads ‘ ‘ Intended Learning Outcomes (ILOs)

2.3 | Interpret diagrams, tables and charts with facts and figures.

Interpreting graphs, tables, diagrams on matters of business interest
includes:

» QObserving changes, and understanding information clearly

» Understanding the charts to make informed decisions

« Developing the ability to compare multiple sets of data to identify
trends and relationships

» Making sense of complex data

2.4 | Draw diagrams, tables, and charts to transfer information from
printed texts

Reading printed texts and extracting specific information requires :

« Scanning for particular information

» Intensive reading

»  Speed reading

2.5 | Prepare Summarized printed texts at different levels for easy
comprehension

Reading printed texts and extracting general information involves:

» skimming, scanning, analysis, and reading in detail

 ability to identify the main idea and the author's opinion,

» the ability to make inferences

At the end of the learning lead students will be able to:

3.1 | Prepare business documents with clarity and accuracy using modern
formats

» Drafting descriptive and narrative paragraphs on accounting and
business matters for a specific audience

3.2 | Apply the new knowledge gained in an actual work environment in real
life situations

« Writing business memaos, messages, and instructional materials for
administrative purposes

3.3 | Explain given situations using the language economically and
effectively in the written form

» Writing short instructions/personal notes/ notices for accounting
Business Writing and business purposes to practice specific terminologies

. 2
Skills » Writing fax messages and emails for a given situation to external

clients and stakeholders

20%

« Writing business letters of different types using modern formats
and formal language forms

3.4 | Recognize specific information in a given situation by reading through
a discourse

« Demonstrate the ability to locate and extract specific pieces of
information from a given discourse, such as key facts, figures, or 2
statements.

» Recognize and highlight important details that are relevant to the
context or purpose of the discourse.

3.5 | Assessand reproduceinformationinalogical manner while maintaining
the originality of the text
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Learning Leads ‘ Intended Learning Outcomes (ILOs)

At the end of the learning lead students will be able to:

6.1 | Prepare professional CVs and attractive covering letters for job
applications

«  Apply principles of effective CV design, including layout, formatting,
and visual appeal, to create a professional and easy-to-read
document.

« Demonstrate knowledge of the essential sections of a CV, including
contact information, professional summary, work experience,
education, skills, and additional sections (e.g., certifications, 3)
publications, extracurricular activities and volunteer work).

» Present educational background and certifications in a clear,
organized manner, including relevant coursework

« Identify and highlight key skills and competencies that align with
job requirements, including both technical skills and soft skills.

) » Write clear and impressive descriptions of work experience using
Job Interview action verbs and quantifiable achievements.

. 10%
Skills A

6.2 | Prepare written answers to open and close ended questions more
effectively.

» Requirements for facing interviews

« Analyze strategies for effective interview preparation, such
as researching the company, understanding the job role, and
anticipating common interview questions.

» Face interview questions with confidence

» Analyze how to effectively handle difficult or unexpected questions
during interviews

» |dentifying basic etiquette in job interviews

6.3 | Demonstrate the ability to effectively showcase relevant qualifications,
experiences, and achievements through structured responses and 1
examples.

6.4 | Evaluate techniques for linking personal experiences to the specific
requirements of the job role
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