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Introduction

N In this course, you'll embark on a journey to hone your
language skills specifically tailored for the corporate
environment. From writing professional emails to
conducting successful negotiations, you'll learn how to
communicate effectively, confidently, and persuasively
in various business scenarios.
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Course Objectives

1 Develop proficiency in  business
vocabulary and grammar.

Enhance writing skills for professional
communication.

Improve verbal communication and
presentation abilities.

Acquire strategies for effective business
negotiations and meetings.

Cultivate cross-cultural communication
competence.

Gain confidence in networking and
building professional relationships.
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Course
Benefits

Boost your career prospects wit strong

communication skills.

Navigate complex business situations with
ease and confidence.

Build rapport and credibility with colleagues
and clients.

Demonstrate professionalism in all forms of
communication.

Expand your global network and opportunities

for collaboration.

Adapt language skills to various business

contexts and cultures.
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Course Modules

. Business vocabulary and jargon
« Grammar fundamentals for business writing
« Writing professional emails and memos

. Active listening techniques

« Verbal communication in meetings and
presentations

« Non-verbal communication cues

Crafting clear and concise reports

. Developing persuasive proposals and
pitches

. Editing and proofreading techniques

. Strategies for successful negotiations

. Handling objections and reaching
consensus

« Resolving conflicts in the workplace

. Understanding cultural nuances in business
communication

. Adapting communication styles for diverse
audiences

« Building relationships across cultures

. Elevator pitches and self-introductions

. Building and maintaining professional
networks 05

« Online networking etiquette




¢ KLCC ACADEMY

Who Should Join
This Course

. Are you a professional seeking to elevate your
communication skills in the business world? Join us.

. Perhaps you're a recent graduate stepping into the
corporate realm for the first time. This course is
perfect for you.

. Are you a business leader aiming to refine your
abilities in leading and collaborating effectively?
You're in the right place.

. Entrepreneurs, whether seasoned or just starting
out, looking to master the art of business
communication, this course is tailored to your
needs.

"
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Module1:
Essentials of Business English

Lesson 1. Business Vocabulary and Jargon

Objective :

. By the end of this lesson, you will be able to recognize and use common
business vocabulary and jargon in various professional contexts.

Content :

. Introduction to key business terms and phrases.

. Exploring industry-specific vocabulary relevant to your field.

« Practice exercises to reinforce understanding and usage.

. Real-life examples and case studies to illustrate the application of
business vocabulary in context.
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Module1:
Essentials of Business English

Lesson 2: Grammar Fundamentals for Business Writing

Objective :

. After completing this lesson, you will understand the basic grammar rules
essential for writing clear and concise business documents.

Content :

. Review of grammar essentials such as sentence structure, verb tenses,
and subject-verb agreement.

. Specific grammar rules commonly encountered in business writing,
such as using passive voice and avoiding common errors.

. Interactive exercises to practice applying grammar rules in business
contexts.

. Tips and strategies for maintaining professionalism and clarity in
written communication.
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Module1:
Essentials of Business English

Lesson 3: Writing Professional Emails and Memos

Objective :

By the end of this lesson, you will be equipped with the skills to compose
effective and professional emails and memos suitable for business
communication.

Content :

. Guidelines for structuring business emails and memos.

. Best practices for writing subject lines that grab attention.

. Strategies for crafting clear and concise messages.

. Tips on tone, etiquette, and formatting in email communication.

. Sample email templates and memo formats for different business
situations.
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Module 2 :
Active Listening Techniques

Lesson 1: Active Listening Techniques

. The objective of this lesson is to develop your active listening skills, an
essential aspect of effective communication in the business world. By the
end of this lesson, you'll understand the significance of active listening
and acquire practical strategies to enhance your listening abilities in
professional settings.

. Understanding Active Listening-Definition of active listening and its importance in
business communication.

. Differentiating between active listening and passive hearing.

. Exploring the benefits of active listening for building rapport, understanding
perspectives, and problem-solving.

.- Barriers to Effective Listening-ldentifying common barriers to active listening, such as
distractions, preconceptions, and personal biases.

. Understanding the impact of technology and multitasking on listening effectiveness.

. Strategies for overcoming barriers and maintaining focus during business interactions.

. Techniques for Active Listening-Paraphrasing: Restating the speaker's message in your
own words to demonstrate understanding and clarify meaning.

. Summarizing: Condensing key points of the conversation to reinforce comprehension
and signal engagement.
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Module 2 :
Active Listening Techniques

Lesson 1: Active Listening Techniques

Developing Empathy and
Understanding:

. Practicing empathy by putting yourself in the speaker's shoes and striving
to understand their perspective.

. Avoiding judgment and jumping to conclusions, instead focusing on
active listening to gather information objectively.

. Cultivating an open-minded approach to diverse viewpoints and opinions
expressed during business discussions.

Real-Life Application and
Practice:
. Engaging in role-plays and simulated scenarios to practice active listening
techniques in realistic business situations.
. Reflecting on personal listening habits and areas for improvement.
. Receiving feedback from peers or instructors to enhance active listening
skills.
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Module 2 :
Active Listening Techniques

Lesson 2: Verbal Communication in Meetings and Presentations

. The objective of this lesson is to enhance your verbal communication skills
in meetings and presentations within the business context. By the end of
this lesson, you'll understand how to effectively express your ideas,
engage with your audience, and convey your message with clarity and
confidence.

. Preparing for Meetings and Presentations-Understanding the purpose
and objectives of the meeting or presentation.

. Researching the topic and gathering relevant information to support
your message.

. Structuring your content logically to ensure coherence and flow.

. Engaging with Your Audience-Establishing rapport and building
credibility with your audience.

. Techniques for active participation, such as asking questions, soliciting
feedback, and encouraging discussion.

. Adapting your communication style to suit the preferences and needs
of your audience.

. Effective Speaking Techniques-Speaking clearly and articulately to
ensure your message is understood.

. Using vocal variety, including tone, pitch, and pace, to maintain interest
and convey enthusiasm.

. Employing effective storytelling techniques to illustrate key points and
make your message memorable.

12




ACADEMY

Module 2 :
Active Listening Techniques

Lesson 2: Verbal Communication in Meetings and Presentations

. Strategies for responding to questions and feedback confidently and
diplomatically.

Active listening skills to ensure you understand the question or comment
fully before responding.

Techniques for managing challenging or unexpected questions with grace
and professionalism.

Participating in mock meetings and presentations to practice verbal
communication skills in a simulated business environment.

Receiving constructive feedback from peers or instructors to identify
strengths and areas for improvement.

Reflecting on your performance and setting goals for continued growth
in verbal communication skills.
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Module 2:
Active Listening Techniques

Lesson 3: Non-verbal Communication Cues

. The objective of this lesson is to explore the importance of non-verbal
communication cues in business interactions and develop your ability to
interpret and utilize them effectively. By the end of this lesson, you'll
understand how non-verbal signals contribute to communication
dynamics and be able to leverage them to enhance your professional
relationships and outcomes.

Understanding Non-verbal Communication-Definition of non-verbal communication and
its significance in business interactions.

Different types of non-verbal cues, including body language, facial expressions, gestures,
and posture.

The role of non-verbal signals in conveying emotions, attitudes, and intentions.
Interpreting Non-verbal Cues-Recognizing common non-verbal cues and their meanings,
such as eye contact, facial expressions, and hand gestures.

Understanding cultural differences in non-verbal communication and avoiding
misinterpretation.

Practicing observation skills to accurately decode non-verbal signals in real-time
interactions.

Utilizing Non-verbal Communication to Enhance Messages- Using non-verbal cues to
reinforce verbal messages and convey sincerity and authenticity.

Strategies for aligning non-verbal signals with verbal communication to enhance clarity
and impact.
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Module 2:
Active Listening Techniques

Lesson 3: Non-verbal Communication Cues

. Techniques for controlling your own non-verbal signals to project
confidence, credibility, and authority.

. Avoiding negative non-verbal behaviors, such as fidgeting, crossed arms,
or avoiding eye contact, that may undermine your message.

. Practicing mindful non-verbal communication to ensure alignment with
your intended message and desired outcomes.

- Analyzing real-world scenarios and case studies to identify non-verbal
communication cues and their impact on business interactions.

- Participating in role-plays and simulations to practice using and interpreting
non-verbal signals in various professional contexts.

- Receiving feedback from peers or instructors to refine non-verbal
communication skills and enhance effectiveness in business interactions.
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Module 2 :
Active Listening Techniques

Lesson 4: Cross-Cultural Communication

The objective of this lesson is to explore the challenges and strategies of
cross-cultural communication in the business context. By the end of this
lesson, you'll understand the importance of cultural awareness, develop
strategies for navigating cultural differences, and enhance your ability to
communicate effectively in diverse cultural settings.

Understanding Cultural Diversity-Recognizing the diversity of cultures in the global
business environment.

Exploring the impact of cultural values, norms, and practices on communication styles
and preferences.

Understanding cultural dimensions such as individualism vs. collectivism, high vs. low
context communication, and power distance.

Challenges of Cross-Cultural Communication-ldentifying common challenges in
cross-cultural communication, such as language barriers, stereotypes, and
misunderstandings.

Understanding the role of cultural context in shaping communication patterns and
expectations.

Recognizing the impact of cultural biases and assumptions on interpersonal
interactions.

Strategies for Effective Cross-Cultural Communication-Developing cultural empathy
and curiosity to understand and appreciate diverse perspectives.

Practicing active listening and asking clarifying questions to ensure mutual
understanding.

Adapting communication styles and strategies to accommodate cultural differences
while maintaining authenticity.

Cultivating flexibility and openness to new ideas and ways of communicating.

. s o
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Module 2 :
Active Listening Techniques

Lesson 4: Cross-Cultural Communication

Engaging in cultural immersion experiences, such as language courses,
cultural exchange programs, or international travel.

Seeking opportunities for cross-cultural collaboration and learning from
colleagues or clients from different cultural backgrounds.

Reflecting on personal cultural biases and stereotypes and challenging
assumptions through self-awareness and introspection.

Analyzing case studies and real-world examples of successful and
unsuccessful cross-cultural communication in business settings.
Participating in role-plays and simulations to practice applying
cross-cultural communication strategies in various scenarios.
Receiving feedback from peers or instructors to refine cross-cultural
communication skills and address blind spots.
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Module 2 :
Active Listening Techniques

Lesson S: Networking and Professionalism

. The objective of this lesson is to understand the importance of networking
in the business world and develop effective networking skills while
maintaining professionalism. By the end of this lesson, you'll be equipped
with strategies to build and nurture professional relationships, expand
your network, and leverage networking opportunities for career
advancement.

Understanding the Importance of Networking:

Exploring the benefits of networking for career development, knowledge sharing, and business
growth.

Recognizing the role of networking in building professional credibility, visibility, and opportunities
for collaboration.

Understanding the different types of networks, including formal and informal networks, and their
significance in the business context.

Developing Networking Skills:

Strategies for initiating and maintaining conversations in networking situations, both in-person
and online.

Techniques for active listening and asking open-ended questions to engage with others effectively.
Practicing elevator pitches and self-introductions to concisely communicate your professional
background and interests.

Leveraging social media platforms and professional networking sites to expand your network and
connect with industry peers.

Building and Nurturing Professional Relationships:

Cultivating authenticity, trust, and rapport in professional relationships through genuine
interactions and follow-up.

Strategies for staying in touch with contacts and nurturing long-term relationships through regular
communication and engagement.

. Understanding the importance of reciprocity and offering value to your network through
knowledge sharing, referrals, and support.
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Module 2 :
Active Listening Techniques

Lesson S: Networking and Professionalism

Understanding the importance of professionalism in networking
interactions, including etiquette, attire, and demeanor.

Practicing active listening and demonstrating genuine interest in others'
experiences and perspectives.

Avoiding common networking pitfalls, such as being overly self-
promotional, interrupting conversations, or neglecting to follow up.

Participating in networking events, both virtual and in-person, to
practice networking skills and expand your professional network.
Receiving feedback from peers or mentors on networking
interactions and identifying areas for improvement.

Reflecting on networking experiences and setting goals for
continued growth and development in networking proficiency
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Module 3:
Business Writing Excellence

Lesson 1. Crafting Clear and Concise Reports

Objective :

. The objective of Lesson 1 is to develop your ability to create clear and
concise reports that effectively convey information and insights. By the
end of this lesson, you'll understand the structure and components of a
professional report and be able to apply strategies for clarity,
conciseness, and readability.

Content:

- Understanding the Purpose and Audience-ldentifying the purpose of the
report and the needs of the intended audience.

. Tailoring the content and tone of the report to meet the expectations and
preferences of stakeholders.

. Structuring the Report-Overview of the typical structure of a business report,
including executive summary, introduction, methodology, findings,
conclusions, and recommendations.

. Guidelines for organizing information logically and sequentially to facilitate
understanding and navigation.

« Writing Clear and Concise Content-Strategies for using clear and precise
language to communicate complex ideas and data effectively.

. Techniques for avoiding redundancy, jargon, and unnecessary technical
language that may hinder comprehension.

« Tips for presenting information visually through tables, charts, and graphs to

~

enhance clarity and impact.
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Module 3:
Business Writing Excellence

Lesson 1. Crafting Clear and Concise Reports

Editing and
Proofreading:

. Importance of editing and proofreading for ensuring accuracy,
coherence, and professionalism in written documents.

. Techniques for reviewing and revising content for clarity, coherence,
grammar, punctuation, and style.

. Utilizing tools and resources for spell-checking, grammar-checking, and
formatting to enhance the quality of the final report.

Real-Life Application and
Practice:

- Analyzing examples of well-written business reports to identify effective
writing techniques and best practices.

. Engaging in hands-on exercises and activities to practice drafting and
revising sections of a business report.

- Receiving feedback from peers or instructors on report writing skills and
identifying areas for improvement.
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Module 3:
Business Writing Excellence

Lesson 1 Professional Emails and Correspondence

Objective :

The objective of Lesson 2 is to refine your skills in writing professional
emails and other forms of business correspondence. By the end of this
lesson, you'll be able to compose emails and letters that are clear,
concise, and effective in achieving their intended purpose.

Content :

Understanding Email Etiquette-Overview of the principles of email etiquette
and professionalism in business communication.

Importance of clarity, brevity, and professionalism in email correspondence.
Structuring Effective Emails-Guidelines for structuring professional emails,
including subject lines, greetings, body paragraphs, and closing remarks.
Techniques for organizing information logically and using bullet points or
numbered lists for clarity.

Writing Clear and Engaging Content-Strategies for using plain language and
avoiding jargon to ensure comprehension by all recipients.

Tips for conveying information concisely while maintaining politeness and
professionalism.

Techniques for engaging the reader and encouraging action through
persuasive language and calls to action.
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Module 3:
Business Writing Excellence

Lesson 1 Professional Emails and Correspondence

Handling Difficult
Situations:

. Strategies for addressing sensitive or challenging topics in email
correspondence with diplomacy and tact.

. Techniques for managing conflicts or disagreements through
constructive communication.

. Guidelines for responding to negative feedback or complaints in a
professional and empathetic manner.

Real-Life Application
and Practice:

. Participating in role-plays and simulations to practice writing professional
emails in various business scenarios.

. Analyzing examples of effective and ineffective email correspondence to
identify best practices and areas for improvement.

. Receiving feedback from peers or instructors on email writing skills and
refining email communication strategies.

23




¢) KLCC ACADEMY

Module 3;

Business Writing Excellence

Lesson 3: Business Proposals and Presentations

Objective :

. The objective of Lesson 3 is to equip you with the skills to create
compelling business proposals and deliver persuasive presentations. By
the end of this lesson, you'll understand the key components of effective
proposals and presentations and be able to communicate your ideas
persuasively to stakeholders.

Content:

. Understanding Business Proposals-Definition and purpose of a business
proposal.

. Types of business proposals and their respective formats.

. ldentifying the target audience and tailoring the proposal to their needs and
interests.

. Components of a Business Proposal-Overview of the typical structure of a
business proposal, including the executive summary, problem statement,
solution, methodology, budget, and timeline.

. Guidelines for writing each section of the proposal, ensuring clarity, coherence,
and persuasiveness.

. Creating Compelling Presentations-Importance of visual aids and storytelling in
presentations.

. Techniques for creating engaging slide decks using PowerPoint or other
presentation software.

. Tips for designing slides that enhance understanding and retention of key
information.
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Module 3;

Business Writing Excellence

Lesson 3: Business Proposals and Presentations

Tailoring Proposals and
Presentations to the
Audience:

. Adapting the content and tone of proposals and presentations to
resonate with the preferences and expectations of the audience.

. Customizing examples and case studies to demonstrate relevance and
applicability to the audience's needs.

Real-Life Application and
Practice:

. Participating in mock proposal writing and presentation exercises to practice
applying concepts and techniques learned.

. Receiving feedback from peers or instructors on proposal writing and
presentation delivery skills.

. Reflecting on presentation experiences and identifying areas for improvement in

future presentations.
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Module 3;

Business Writing Excellence

Lesson 4: Business Correspondence and Professional Writing Styles

Objective:

. The objective of Lesson 4 is to refine your skills in various forms of business
correspondence and adopt professional writing styles suitable for
different contexts. By the end of this lesson, you'll be able to
communicate effectively through letters, memos, and other written
documents in a manner that reflects professionalism and clarity.

Content:

. Understanding Different Forms of Business Correspondence-Overview of various
forms of business correspondence, including letters, memos, reports, and
proposals.

. ldentifying the purpose and audience for each type of correspondence.

. Writing Professional Letters-Guidelines for formatting business letters, including
date, recipient's address, salutation, body paragraphs, closing, and signature.

. Techniques for addressing different types of letters, such as inquiry letters, cover
letters, and recommendation letters.

. Tips for maintaining professionalism and clarity in letter writing.

. Crafting Concise and Effective Memos-Understanding the purpose and format
of memos in business communication.

. Techniques for structuring memos, including headings, bullet points, and action
items.

. Guidelines for writing clear and concise memos that convey information
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Module 3;

Business Writing Excellence

Lesson 5: Editing and Proofreading Techniques

Objective:

. The objective of Lesson S is to refine your skills in editing and proofreading
written documents to ensure clarity, accuracy, and professionalism. By
the end of this lesson, you'll be equipped with techniques to effectively
review and revise your work to produce polished and error-free
documents.

Content:

. Understanding the Editing Process:

. Overview of the editing process and its importance in refining written
documents.

. Understanding the difference between editing and proofreading.

. ldentifying Common Errors:

. Recognizing common grammatical, punctuation, and spelling errors in written
communication.

. Understanding the impact of language and style choices on the clarity and
effectiveness of written documents.

. Techniques for Structural Editing:

. Reviewing the overall structure and organization of written documents to ensure
coherence and logical flow.

. ldentifying and addressing issues related to paragraph and sentence structure,
transitions, and overall readability.
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Module 3;

Business Writing Excellence

Lesson 6: Business Document Design and Formatting

Objective:

. The objective of Lesson 6 is to understand the importance of effective
document design and formatting in business communication. By the end
of this lesson, you'll be equipped with the skills to create visually appealing
and professional-looking documents that enhance readability and
convey information effectively.

Content:

« Principles of Document Design-Overview of principles of document design,
including balance, contrast, alignment, and proximity.

- Understanding how design elements contribute to the overall visual appeal and
readability of documents.

« Choosing Appropriate Fonts and Typography-Guidelines for selecting fonts and
typography that are appropriate for business documents.

. Tips for choosing font styles, sizes, and colors to enhance readability and
convey professionalism.

- Understanding the importance of consistency in font usage throughout the
document.

. Layout and Formatting Techniques-Techniques for organizing content
effectively using headings, subheadings, and bullet points.

. Guidelines for creating a clear and logical document structure to guide readers
through the content.

. Tips for using white space and margins strategically to improve readability and
visual appeal.
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Module 4 ;
Effective Business Presentations.

Lesson 1. Planning and Structuring Presentations

Objective :

Equip learners with strategies to handle complex and high-stakes conflict
scenariosThe objective of Lesson 1 is to understand the importance of
planning and structuring presentations for maximum impact. By the end
of this lesson, you'll be able to outline your presentation effectively,
ensuring clarity and coherence in your message.

Content:

Understanding Presentation Objectives-ldentifying the purpose and
goals of your presentation.

Understanding your audience and tailoring your message to their needs
and interests.

Structuring Your Presentation-Overview of the typical structure of a
business presentation, including introduction, body, and conclusion.
Guidelines for organizing content logically and sequentially to facilitate
understanding and retention.

Crafting Clear and Compelling Messages-Techniques for crafting clear
and concise messages that resonate with your audience.

Tips for using storytelling, anecdotes, and examples to engage your
audience and make your message memorable.
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Module 4 :
Effective Business Presentations.

Lesson 2: Designing Engaging Presentation Slides

Objective :

. The objective of Lesson 2 is to develop your skills in designing visually
appealing and effective presentation slides. By the end of this lesson,
you'll be able to create slides that enhance the clarity, impact, and
engagement of your presentations.

Content:

. Understanding Visual Communication Principles-Overview of basic
principles of visual communication, including contrast, alignment,
repetition, and proximity.

. Understanding how these principles can be applied to design engaging
presentation slides.

. Choosing Slide Layouts and Templates-Guidelines for selecting slide
layouts and templates that complement your presentation content and
reinforce your message.

. Tips for maintaining consistency in slide design throughout your
presentation.

. Using Text Effectively-Techniques for using text effectively on slides,
including font selection, size, color, and alignment.

. Guidelines for keeping text concise and easy to read, avoiding
overcrowding slides with excessive text.
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Module 4 :
Effective Business Presentations.

Lesson 3: Delivering Confident and Persuasive Presentations

Objective :

. The objective of Lesson 3 is to enhance your skills in delivering
presentations with confidence and persuasiveness. By the end of this
lesson, you'll be able to engage your audience effectively, convey your
message with authority, and handle questions and challenges with
confidence.

Content ;

. Developing Confidence and Presence-Techniques for managing
nervousness and building confidence before and during presentations.

. Tips for projecting confidence through body language, voice, and
demeanor.

- Engaging Your Audience-Strategies for capturing and maintaining your
audience's attention throughout your presentation.

. Techniques for using eye contact, gestures, and movement to engage
your audience effectively.

. Conveying Your Message with Authority-Tips for speaking clearly,
articulately, and confidently to convey your message with authority.

. Techniques for emphasizing key points and maintaining enthusiasm
and energy throughout your presentation.
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Module 4 :
Advanced Conflict Resolution Techniques

Lesson 4. Effective Presentation Techniques for Virtual Settings

Objective :

- The objective of Lesson 4 is to equip you with the skills to deliver engaging
and effective presentations in virtual settings. By the end of this lesson,
you'll be able to leverage technology and adapt your presentation style to
engage remote audiences effectively.

Content :

. Understanding Virtual Presentation Challenges-ldentifying common
challenges associated with virtual presentations, such as technical issues,
audience engagement, and maintaining attention.

. Understanding the differences between in-person and virtual
presentations and their implications for presentation delivery.

. Choosing the Right Technology Platforms-Overview of different
technology platforms for virtual presentations, including video
conferencing software, webinar platforms, and presentation tools.

. Guidelines for selecting the most appropriate technology platform based
on your presentation goals and audience preferences.

. Setting Up Your Virtual Presentation Environment-Tips for creating a
professional and distraction-free environment for virtual presentations.

. Techniques for optimizing lighting, sound quality, and background visuals
to enhance the audience's viewing experience.
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Module 4 :
Advanced Conflict Resolution Techniques

Lesson 5: Handling Questions and Managing Interactions in

Presentations
Objective :

. The objective of Lesson 5 is to equip you with the skills to effectively
handle questions and manage interactions during presentations. By the
end of this lesson, you'll be able to engage with your audience, address
qguestions confidently, and facilitate productive discussions.

Content:

. Preparing for Audience Interaction-Understanding the importance of audience
interaction in presentations.

. Techniques for encouraging audience participation and engagement
throughout the presentation.

. Strategies for Handling Questions-Guidelines for establishing a structured
approach to handling questions during presentations.

. Techniques for actively listening to questions, paraphrasing them for clarity,
and responding appropriately.

. Tips for managing time constraints and prioritizing questions based on
relevance and importance.

- Responding to Challenging Questions-Strategies for handling challenging or
unexpected questions with confidence and professionalism.

. Techniques for staying composed and reframing questions to focus on
constructive dialogue.

. Guidelines for acknowledging limitations and offering to follow up with
additional information if needed
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Module S
Effective Business Communication

Strategies.
Lesson 1. Effective Business Communication Strategies

Objective :

. The objective of this lesson is to understand the fundamentals of effective
business communication and develop strategies for clear and
professional communication in the workplace.

Content :

. Understanding the Importance of Business Communication-Effective
communication is the cornerstone of success in the business world. It facilitates
collaboration, fosters understanding, and builds relationships both internally and
externally.

. In business, communication occurs through various channels such as verbal
communication in meetings, presentations, and conversations, as well as written
communication through emails, reports, and other documents.

. The ability to communicate effectively directly impacts productivity, efficiency,
and overall organizational success.

. Developing Clear and Concise Communication-Clear and concise communication
is essential for conveying ideas effectively. It involves articulating thoughts in a
straightforward manner, avoiding ambiguity and unnecessary complexity.

. Strategies for developing clear and concise communication include organizing
thoughts logically, using simple language, and structuring messages for
maximum clarity and impact.

. Adapting Communication Style to Audience and Context-Effective
communication requires understanding the audience and adapting
communication style and content accordingly.

. Different audiences may have varying levels of knowledge, interests, and
preferences. Tailoring communication to meet their needs enhances
comprehension and engagement.

. Context also plays a significant role in communication. The medium, timing, and
purpose of communication influence the choice of language, tone, and format.
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Module 5
Effective Business Communication

Strategies.
Lesson 2: Structuring Business Documents

Objective :

. The objective of this lesson is to understand how to structure various
types of business documents effectively for clarity and readability.

Content:

. Importance of Document Structure-Effective document structure is
essential for organizing information logically and guiding readers
through the content.

. A well-structured document enhances readability, comprehension, and
overall impact.

. Components of Business Documents-Different types of business
documents, such as reports, proposals, memos, and emails, have
distinct structures and components.

. Understanding the purpose and audience of each document type helps
determine its appropriate structure and content.

. Structuring Techniques-Common structuring techniques include using
headings, subheadings, bullet points, and numbered lists to break up
content and provide visual cues.

. Organizing information into sections or chapters helps readers
navigate the document efficiently and locate relevant information.
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Module 5
Effective Business Communication

Strategies.
Lesson 3: Writing Clear and Concise Business Correspondence

Objective :

. The objective of this lesson is to develop skills in crafting clear, concise,
and professional business correspondence, including emaiils, letters,
memos, and other written communications.

Content:

. Understanding the Purpose of Business Correspondence-Business
correspondence serves various purposes, including conveying information,
making requests, providing updates, and building relationships.

. Different types of business correspondence have specific formats, tones,
and conventions tailored to their intended objectives and audiences.

. Clarity and Conciseness in Business Writing-Clarity and conciseness are
paramount in business writing to ensure that messages are easily
understood and actionable.

. Techniques for expressing ideas clearly, avoiding ambiguity and
unnecessary complexity, and getting straight to the point.

. Structuring Business Correspondence-Common structures for business
correspondence include the greeting, body, and closing sections, each
serving specific functions.

. Guidelines for organizing content logically, maintaining coherence, and
using formatting elements to enhance readability.
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Module 5
Effective Business Communication

Strategies.
Lesson 4: Formatting and Presentation of Business Documents

Objective :

- The objective of this lesson is to understand the importance of formatting
and presentation in business documents and to develop skills in creating
professional-looking documents.

Content:

. Importance of Formatting and Presentation-Formatting and
presentation play a crucial role in enhancing the professionalism and
readability of business documents.

. A well-formatted document not only looks visually appealing but also
communicates credibility and attention to detail.

. Consistent Formatting Guidelines-Establishing consistent formatting
guidelines ensures uniformity and coherence across all business
documents.

. Guidelines for font selection, size, and style, as well as margins,
spacing, and alignment.

. Effective Use of Headings and Subheadings-Headings and
subheadings help organize content and guide readers through the
document.

. Techniques for using descriptive headings and subheadings to outline
the document's structure and highlight key points.
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Module S
Effective Business Communication
Strategies.

Lesson 5: Tailoring Communication to Audience Needs

Objective :

. The objective of this lesson is to understand the importance of audience
analysis in business communication and to develop skills in tailoring
communication to meet the needs and preferences of different
audiences.

Content:

. Importance of Audience Analysis-Audience analysis is essential for
understanding the characteristics, interests, and preferences of the
intended audience.

. Tailoring communication to the audience enhances relevance,
engagement, and effectiveness.

. ldentifying Audience Characteristics-Audience characteristics may
include demographics such as age, gender, education level, and
professional background.

. Techniques for gathering information about the audience through
research, surveys, or observation.

. Understanding Audience Needs and Preferences-Audience needs and
preferences dictate the type and format of communication that
resonates most with them.

. Techniques for identifying audience preferences, such as preferred
communication channels, language styles, and levels of formality.
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Module 5
Effective Business Communication

Strategies.
Lesson 6: Using Technology Tools for Business Writing

Objective :

. The objective of this lesson is to explore various technology tools and
resources that can enhance business writing productivity, quality, and
efficiency.

Content :

- Overview of Technology Tools-Introduction to technology tools
and software applications designed to support business writing
tasks.

- Explanation of the benefits of using technology tools for
improving productivity, accuracy, and collaboration.

- Word Processing Software-Overview of word processing software
such as Microsoft Word, Google Docs, and Apple Pages.

- Features and functionalities of word processing software that
facilitate document creation, formatting, and editing.

« Grammar-Checking Tools-Introduction to grammar-checking
tools and software applications that help identify and correct
grammatical errors, spelling mistakes, and punctuation errors.

- Examples of popular grammar-checking tools such as
Grammarly, ProWritingAid, and Hemingway Editor.
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Module 6 :
Real-Life Application and Case Studies in
Business English.

Lesson 1: Real-Life Application of Business English Skills

. The objective of this lesson is to apply the Business English skills acquired
throughout the course to real-life scenarios and case studies, enhancing
practical understanding and problem-solving abilities.

. Introduction to Real-Life Application-Overview of the importance of applying
Business English skills in real-life professional contexts.

. Discussion of the benefits of practical application, such as improving
communication effectiveness, problem-solving abilities, and decision-
making skills.

. Analysis of Business Communication Scenarios-Examination of various
business communication scenarios, such as meetings, negotiations,
presentations, and written correspondence.

. Identification of key communication challenges and opportunities in each
scenario, including language Dbarriers, cultural differences, and
communication styles.

. Application of Effective Communication Strategies-Application of effective
communication strategies learned in previous lessons to address real-life
communication challenges.

- Role-playing exercises and simulations to practice applying communication
techniques in realistic business scenarios.
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Module 6 :
Real-Life Application and Case Studies in
Business English.

Lesson 2: Reading Material and Case Study Analysis

. The objective of this lesson is to analyze reading material and case
studies related to business scenarios, applying critical thinking skills and
Business English knowledge to understand and solve real-world
challenges.

. Introduction to Reading Material and Case Studies-Overview of the
importance of reading material and case studies in developing problem-
solving skills and understanding real-world business scenarios.

. Explanation of how analyzing case studies can help learners apply theoretical
knowledge to practical situations.

. Selection of Relevant Reading Material-Selection of reading material such as
articles, reports, and business publications that present real-world business
scenarios and challenges.

. ldentification of topics relevant to the course objectives, including business
communication, negotiation, leadership, and cross-cultural communication.

. Reading and Comprehension Strategies-Introduction to reading and
comprehension strategies to effectively digest and understand the content of
reading material.

. Techniques for active reading, including previewing, annotating, summarizing,
and questioning the text to extract key information and identify main ideas.
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Module 6 :
Real-Life Application and Case Studies in
Business English.

Lesson 3: Presentation and Discussion of Case Studies

. The objective of this lesson is to present and discuss case studies related
to real-world business scenarios, allowing learners to analyze, evaluate,
and discuss solutions collaboratively.

. Introduction to Case Study Presentations-Overview of the purpose of
case study presentations in facilitating collaborative learning and
problem-solving.

. Explanation of the format and structure of case study presentations,
including key components such as background, problem statement,
analysis, and recommendations.

. Preparation of Case Study Presentations-Assignment of case studies to
individual learners or groups for analysis and presentation.

. Guidelines for preparing case study presentations, including
conducting research, analyzing dataq, and formulating
recommendations.

. Presentation Skills Development-Introduction to effective presentation
skills, including public speaking, slide design, and delivery techniques.

. Tips for creating engaging and visually appealing presentation slides
that convey key information effectively.
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Module 6 :
Real-Life Application and Case Studies in
Business English.

Lesson 4: Integration and Application of Business English Skills in Workplace Scenarios

. The objective of this lesson is to integrate and apply Business English skills
in simulated workplace scenarios, allowing learners to practice effective
communication, problem-solving, and decision-making.

. Introduction to Workplace Scenarios-Overview of simulated workplace
scenarios designed to emulate real-world business situations.

. Explanation of the purpose of integrating Business English skills in
workplace simulations to enhance practical proficiency.

. Scenario-Based Role-Playing Exercises-Participation in role-playing
exercises based on workplace scenarios, where learners assume
different roles and engage in simulated interactions.

. Scenarios may include meetings, negotiations, client interactions,
presentations, and conflict resolution situations.

. Application of Business English Skills-Application of Business English
skills, including language proficiency, active listening, persuasion, and
collaboration, in workplace simulations.

- Practice in using appropriate language and communication strategies
to achieve desired outcomes in different business contexts.
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BASIC PRINCIPLES FOR COURSE IMPLEMENTATION

N

Clear Objectives

- Define clear and measurable learning objectives.
- Ensure alignment with learners' needs and goails.
Structured Curriculum:

- Organize content logically into modules and lessons.
- Provide a sequential learning path for learners.

Engaging Content:

« Create interactive and multimedia-rich materials.
- Use videos, graphics, and simulations to enhance
engagement.

Active Learning:

- Incorporate activities, discussions, and hands-on exercises.
« Encourage learners to apply concepts in real-world contexts.

Feedback and Assessment:

- Offer regular feedback on assignments and quizzes.
« Assess learners' progress to monitor comprehension.
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PRACTICAL TIPS FOR IMPLEMENTING THE COURSE

N

Plan Ahead:

- Develop a detailed course outline and timeline before starting.
- Allocate sufficient time for each module and lesson.

Set Clear Expectations:

« Communicate course objectives, expectations, and
requirements clearly to learners.

- Provide a syllabus or course guide outlining topics,
assignments, and deadlines

Create Engaging Content:

« Use a variety of multimedia elements to enhance
engagement.

 Include real-life examples, case studies, and interactive
activities.

Encourage Interaction:

- Foster collaboration and peer-to-peer interaction through
discussion forums and group projects.

« Provide opportunities for learners to share ideas and
perspectives.

Offer Support:

« Provide access to resources, such as readings, videos, and
supplementary materials.

- Offer technical support and guidance for using course
platforms and tools.
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READING MATERIAL AND CASE STUDIES
Reading Material:

. Business Communication Textbooks: Textbooks covering topics such as
business writing, professional communication, and intercultural
communication.

- Industry Reports: Reports on relevant industries or sectors that showcase
real-world communication challenges and trends.

Industry Reports and Business Publications:

. Industry reports and articles from reputable business publications provide
insights into current trends, challenges, and best practices in the business
world.

- Learners can explore topics such as corporate communication strategies,
marketing communication campaigns, and the impact of technology on
business communication.

Case Study 1: Negotiation Case Studies:

- Negotiation case studies present scenarios where effective
communication and negotiation skills are essential for reaching mutually
beneficial agreements.

- Learners can analyze these case studies to understand negotiation
strategies, tactics, and techniques used in business contexts.

Case Study 2: Leadership Communication Challenges:

. Leadership communication case studies focus on scenarios where
effective communication is critical for leading teams, managing projects,
and driving organizational success.

- Learners can explore examples of leadership challenges such as delivering
feedback, managing change, or resolving conflicts within teams
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EDUCATION GROUP

Q.

Who We Are

KLCC ACADEMY an Accredited Education
Centre in Malaysia - provides an enriched
learning environment that has helped
countless students get ahead. Founded in
2013, the Academy is in heart of Kuala
Lumpur near the iconic KLCC - Petronas
Twin Towers (distance of 500m) and reflects
the diverse backgrounds and cultures of the
area.

We believe that education is a fundamental
right, and everyone should have access to
quality higher education. With this view in
mind, we strive to create opportunities for
those who have genuine aspiration and
honest intention, who seek high-quality
education, great academic experience,
unparalleled student services, globally
recognizable qualifications, and career
prospects post qualification after studying in
their chosen destination countries.
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Phone Number :
+603 2181 6380
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