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Business Communication Skills 

 
 

 
 

 
 

Course Objectives 
 

The overall objective of this skills programme is to provide learners with the skills 

and knowledge to conduct communication within a business environment, by: 

• Demonstrating an understanding of communication channels in business and everyday life 

• Conducting written and verbal communication within the business environment 

• Using communication in a business environment 
 

Course Outline 
 

Demonstrating an understanding of communication channels in business and everyday life 

• The process and purpose of communication is defined according to communication principles 

• The communication channels used in business and personal life are identified and explained with 
the aid of examples 

• The diversity of cultures and communication channels are acknowledged and appreciated within 
the business and everyday life scenarios 

• Barriers to effective and open communication modes are identified with the aid of examples within 
business environment 

 

Conducting written and verbal communication within the business environment 

• Communication mode is planned, organised and composed for the specific audience 

• A written and verbal message is composed and presented in a professional and ethical manner 

• A graphic or visual presentation is prepared and presented to a target business audience 
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Using communication in a business environment 

• The impact and effect of informal and unofficial communication within the business environment 
is identified according to positive and negative values 

• Personal communication techniques within a team are demonstrated according to professional 
and sound business ethics 

• A conflict situation is identified and possible procedures or steps for resolving a dispute or 
breakdown in relations are suggested using respectful dialogue 

• Clear, direct and open communication modes, mediums, styles and techniques are identified and 
demonstrated in a particular business context to a specific audience 

 


