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I.  Course Descriptor
1. Course Name: LB 160 Professional Communication Skills for Business Studies
2. Course Credit Weight:  8 Credit Hours

3. Pre-requisite:  Successful completion of EL 112
4. Course Duration:   16 Weeks

5. Course Delivery:   One 2 hour tutorial per week to follow translation workshop pattern (see attached Course Calendar)

6. Office hours:   1 hour per week

7. Course Assessment:   

· TMA 01 (Week 7) – 15 points

· MA01 (Week 8) - 10 points

· TMA 02 (Week 12) – 15 points

· MA02 (Week 13) – 10 points

· Final Exam (after Week 16) – 50 points

II.  Course  Aims & Learning Outcomes
By the end of the course,  students are expected to have achieved a number of academic and study-related skills, referred to formally as ‘learning outcomes’.  These learning outcomes are developed in the teaching material and assessment and are set out below under four headings.

Knowledge and understanding

· An understanding of how texts and language are response to situation, purpose and audience.
· Knowledge of the language features that are typical of academic and workplace writing.
· An understanding  of some of the reasons for using certain features of academic and workplace language.
· An understanding of the similarities and differences between academic and workplace communication.

Students will also have developed a range of academic and workplace language for writing about:

· The internal and external factors affecting business organizations an their stakeholders.
· The development of multinational companies and their impact on developing countries.
· The failure of  markets to deliver socially desirable outcomes.
· Banking, finance, workplace communication, and workplace problems.

Thinking  skills

After completing the course, students will have developed the language they need to exercise the following thinking skills:

· Analyzing business case studies and other material about contemporary business practice.
· Applying their knowledge in the analysis of practical business problems and issues.
· Responding to the needs of academic and workplace audiences.

Key communication skills

After completing the course, students will be able to:

· Read and summarise written text materials for key points.
· Communicate effectively in writing in a range of academic and workplace genres, showing recognition of audience and purpose.

· Select data, information and ideas from different sources and present them in an appropriate fashion to support an argument.
· Identify some of the strengths and needs of your communication skills development and identify opportunities to address these.
· Apply a critical perspective to their own and others’ language use.

Practical  and / or professional skills

After completing the course, students will have developed the skills that they need to:

· Analyse business cases and situations to identify problems.
· Identify and communicate potential solutions based on knowledge of business studies theory, and apply them to your own work situation.
· Relate the communication skills needed for academic study to those in the workplace.
· Write influential workplace documents.

III.  Course  Description 

LB160 is an 8 credit hour Level 1 course which is designed for a wide range of students. It can be studied on its own or can be counted towards an AOU University degree.

The purpose of LB160 is to enable students to develop communication skills in new ways that are effective in business situations.  Thus, the course helps in developing expertise in specialized kinds of reading and writing and lays a foundation for the many varieties of professional reading and writing that are needed in the workplace.

LB160 addresses a wide range of business topics under three main headings: Analysing Business Cases, Writing Successful Essays, and Producing Influential Documents.  Sub-headings include topics such as identifying business case studies through mapping, framing, and recognizing influences and impacts.  These are followed by identifying problems, proposing solutions and evaluating the analysis.  On the writing front, main issues relating to essay writing are discussed including definition of the essay, its writing process and design.  The course also provides sessions on writing a critical analysis, writing a ‘costs and benefits’ essay, as well as quality control in essay writing.  Finally, the course introduces the student to communication through documents at the workplace.  This is achieved by devoting detailed sessions to the features of influential documents, characteristics of academic reports, and skills required for self-evaluation documents and email communication.  The course concludes with sessions on producing the all important marketing and finance documents in addition to writing workplace business proposals.

This course uses a wide range of activities to highlight and practice the many different skills involved in reading and writing for business studies and the workplace.  They range from comprehending the meaning of a particular text, to noticing its use of language and vocabulary, to writing a version of student’s own.

The activities in this course focus on a selection of business cases and business studies texts.  The classroom tutorials are supported by the LB160 course website.  Throughout the LB160 course books, regular references are made to online activities.   Participation in the online activities is an integral part of the course.

IV. Course Teaching Materials.
1.  Book 1:   Analyzing Business Cases


   Resource Book 1
2.  Book 2:  Writing Successful Essays

         Resource Book 2
3.  Book 3:  Producing Influential Documents

         Resource Book 3

4.   CD-ROM Online Applications
Dr. Tarek Abdullah Fakhrel-Deen

Course Chair
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