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The objective of this course is to introduce the concept and key features to use in modern business
communication. The students will learn to understand, analyze, and apply a series of fundamental
skills and techniques to employ in organizations, and assist the students to convey key messages and
nurture key relationships.

1- SOCIAL COMPETENCIES

Competencies oriented to personal self-management and interaction with others, both in the
student's formative process and in the field of strengthening their labor insertion.

2- CITIZENSHIP COMPETENCIES

Knowledge, skills and abilities oriented to the participation and integration of the student as a citizen in
a democratic society.

3- COMPETENCIES FOR THE INCREASE OF CULTURAL CAPITAL

Knowledge, skills and abilities oriented to the understanding of the arts in their diverse manifestations
and contexts, to strengthen the cultural capital of the students.

e Introduce and understand the basic principles of business communication.
e Understand and apply best practices in writing effective business emails.

e Understand and apply best practices in preparing resumes and cover letters in different types of
outlets for MNCs.

e Develop and make use of best practices for impromptu speech.
o Use effective communication skills during the interview process.

e Apply business best practices in telephone and videoconference conversations.
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KEY CONTENT

e First Unit: Understanding the communication process
e Second Unit: Principles of written communication
e Third Unit: Principles of verbal communication

e Fourth Unit: Principles of public presentation.

TEACHING AND EVALUATION METHODOLOGIES

The course will use a hybrid active teaching-learning method based on in-course lectures and
discussions, revision of case studies, as well as training and preparation of different types of
multimedia contents and messages for hybrid distance/in-person business relationships, using a
mock MNC throughout the semester. This will include classroom and online demonstrations,
practice sessions, student-led presentations, video recordings as well as peer-review and analysis.

The course will also introduce an essential toolbox of must-use day-to-day resources and
applications for effective communication.

Formative Evaluation: (how the students are learning the material taught throughout the semester)
e Feedbackin class.
e Five-minute review of the previous class by the student.
e Formative revision of homework.
e In-house checklists to review homework.

Summative Evaluation: (how much the students have learned throughout the semester)

The final grade will result from the following evaluations:
e Quiz: Theoretical test on the basics of corporate communication (15%).
e Take home assignments: Average grade calculation for 5 take-home assignments

e Impromptu speech: Individual score received based on the content, quality, and
presentation for a case-based scenario (25%).

e Final Exam: Final in-class presentation (30%).
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