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Course Content & Outline

Section 1: Introduction to Business Communication

e Importance of effective communication in business
e Barriers and pitfalls in communication

e Overview of communication channels and styles

Section 2: Verbal and Non-Verbal Communication

e Enhancing verbal communication skills
¢ Understanding and using body language effectively

e The role of tone and voice in communication



Section 3: Written Communication Techniques

e Writing effective business letters and emails
 Creating professional reports and proposals

e Managing and structuring written communication

Section 4: Presentation Skills

¢ Characteristics of effective presentations
e Structuring and delivering persuasive presentations

e Using visual aids and handling audience questions

Section 5: Cross-Cultural Communication

» Navigating cultural differences in communication
e Strategies for effective cross-cultural interactions

e Case studies on cross-cultural communication challenges

Section 6: Section 6: Emotional Intelligence and Communication

e Understanding emotional intelligence in communication
e Building empathy and active listening skills
e Managing conflicts and difficult conversations
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Elevating Leadership Through Effective Communication

Influential communication is the cornerstone of effective leadership. Discover the
importance of communication skills, the persuasive leadership style, and practical tips to

.become an influential communicator as a leader
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