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Course Content & Outline

Section 1: The Importance of Business Communication

e Understanding the fundamentals of effective business communication.

¢ Presentation skills and public speaking for effective communication.

e Conflict resolution and negotiation through communication.

e Building and maintaining professional relationships through communication.
e Communication strategies for leadership and management roles.

e Ethical considerations in business communication practices.

e Crisis communication and reputation management.

Section 2: Using Technology to Improve Business Communication

e Email etiquette and best practices.

¢ Utilising instant messaging and collaboration platforms effectively.

¢ Video conferencing tools for remote communication.

e Virtual team communication and collaboration strategies.

e Integrating communication tools with project management software.

* Social media for business communication and networking.

e Customer relationship management (CRM) systems for communication.

¢ Voice over Internet Protocol (VolP) solutions for cost-effective communication.
e Mobile communication apps and their impact on business interactions.

e Data security and privacy considerations in digital communication.

Section 3:Effective Reporting & Planning Through Remote Tools

e Measuring and evaluating the effectiveness of business communication strategies.
¢ Quantitative and qualitative methods for evaluating communication effectiveness.
e Surveys and feedback mechanisms for assessing communication impact.

e Communication channels and their efficiency.

e Assessing audience engagement and comprehension.

e Monitoring communication outcomes and behaviours.

e Evaluating the influence of communication on organisational goals.

e Incorporating data analytics and metrics into communication evaluation.

e Continuous improvement strategies based on evaluation findings.

Section 4: Delivering a Message to Remote Workers

e Verbal communication skills in the workplace.



e Written communication techniques for business correspondence.
e Non-verbal communication cues and their impact.
e Interpersonal communication in team settings.

e Cross-cultural communication considerations in global business contexts.

Section 5: Presenting a Communication Project Idea

 Practising effective delivery techniques, including body language and voice
modulation.
 Anticipating and addressing potential questions or objections from the audience.
e Incorporating feedback and refining the presentation based on input.
e Adhering to time constraints and managing the pace of the presentation.
e Emphasising the value proposition and benefits of the communication project idea.
e Demonstrating confidence and professionalism during the presentation.
e Leveraging storytelling techniques to engage and captivate the audience.

Section 6: Communication Tools Using the Changing Technology

e Digital communication tools and their role in modern business.
e Social media management for business communication.

e Remote access and VPN usage for secure connectivity.

* Slack.

e Microsoft Teams.

e Zoom.

e Google Meet.

e Trello.
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YouTube Video

https://www.youtube.com/embed/RHPXmi3sE3M?si=h8GUTAWev43Ademv
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