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COURSE CODE: BUS 223 

COURSE TITLE: BUSINESS COMMUNICATION 

CREDIT UNIT: 3 

COURSE DURATION: 3 HOURS PER WEEK 
 

LECTURER: DR. KIFORDU .A. ANTHONY 

GENERAL OVERVIEW OF THE LECTURE 

The course focuses on proficiency in communication in the business environment. The 

objective is to stimulate and develop communication skills in the areas of oral, written 

and non-verbal forms with appropriate knowledge and skills required for bringing out 

the best in the people of an organization. It aims to bring out the right aptitude to handle 

the ever growing and changing business communication.  

 

LEARNING OUTCOMES 

            At the end of the topic, students should be able to  

Topics include communication problems and ways of solving them; channels of communication; 

language in communication, conducting and attending interviews, giving directions, 

organizational idea – chairing events, conferences, seminars, fora, retreat, public relations – media 

relations essentials, media conference, media announcement, broadcast; interviews and mouth 

organs, audio visual aids, interviews and mouth organs, audio visual aids, preparation of 

summaries, note taking and making, organizing meetings, writing applications, the art of good 

writing etc 

i. Develop and improve their understanding communication problems and ways of 

solving them management function in the globalized world. 

ii. Understand, analyze and synthesize channels of communication; language in 

communication, conducting and attending interviews, giving directions, organizational 

idea Analytical skills and the ability to develop simplified frameworks for studying the 

real world. 

iii. Provide chairing events, conferences, seminars, fora, retreat, public relations – media 

relations essentials, media conference, media announcement, broadcast. 

iv. Provide appropriate interviews and mouth organs, audio visual aids in communication 

v. Equip students with appropriate tools preparation of summary writting, note taking and 

making. 

vi. To arouse the curiosity organizing meetings, writing applications 

vii. Develop  in  students,  through  the  the art of good writing etc 
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LECTURE ONE 

TOPIC: Business Communication 

Expected outcome 

At the end of the topic, students should be able to explain the meaning of Business 

Communication 

1. Meaning of Business Communication 

2. Goals of Business Communication 

3. Business Communication cycle 

4. Communication Problems and ways of solving them 

5. Channels of communication 

6. Language in Communication 

7. Precepts in Communication in Language 

8. Characteristics and Features of Language 

 

Business Communication    

Business communication is information sharing between people within and outside 

an organization that is performed for the commercial benefit of the organization. It 

can also be defined as relaying of information within a business by its people 

Language in communication 

Language is a systematic means of communicating by the use of sounds or 

conventional symbols. The cognitive processes involved in producing and 

understanding linguistic communication. A system of words used to name things in 

a particular discipline 

Conducting and attending interviews 

a. Conducting an interview is one stage of the hiring process where preparation 

and structure are essential.  

b. By having a system in place that allows an objective standard on which to 

base your decisions, you'll overcome interviewing pitfalls and identify the best 

person for the position. 

c. Knowing how to conduct an interview also means knowing how to prepare 

for the meeting.  
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Checklist for hiring Staff  

• Review the job description 

• Review the candidate's work history 

• Schedule it out 

• Prepare key interview questions 

• Meet in a comfortable setting 

Directional Approaches 

Use transitions 

Repeat yourself 

Useful English Phrases for Giving Directions 

Use prepositions of direction 

Specific instructions 

Landmarks 

Chairing Events 

• As a chairperson, your job is to help the event run smoothly; to encourage 

participation; and to be self-effacing.  

• You are not on show, to impress or even to be noticed; you are there to serve.  

Introduction to Public Relations 

• Public relations (PR) is the way organizations, companies and individuals 

communicate with the public and media. A PR specialist communicates with 

the target audience directly or indirectly through media with an aim to create 

and maintain a positive image and create a strong relationship with the 

audience. Examples include press releases, newsletters, public appearances, 

etc. as well as utilization of the World Wide Web 

 

Characteristics of Public Relations 

Management, Communication, Organization, Publics and Targeted 

audiences.  
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Functions of Public Relations 

• Helps our complex, pluralistic society to reach decisions  

• It serves to bring private and public policies into harmony 

• Public relations serves a wide variety of institutions in society such as 

businesses, trade unions, government agencies, voluntary associations, 

foundations, hospitals, schools, colleges and religious institutions.  

• The managements of institutions need to understand the attitudes and values 

of their publics in order to achieve institutional goals. The goals themselves 

are shaped by the external environment.  

• A counselor to management and as a mediator, helping to translate private 

aims into reasonable, publicly acceptable policy and action. 

Elements of Media Relations Strategy 

a. Relationships are essential to media relations success 

b. Understanding leadership’s objectives 

c. Leveraging digital content.  

d. Confirm measurement objectives 

Essential Strategies of Public Relations 

a. Define the role of strategic PR in the broader marketing mix.  

b. Before you begin, listen and define your differentiators.  

c. Plan tactics in quarterly initiatives 

d. Build in flexibility.  

e. Ensure message alignment.  

The Art of Public Speaking 

Public speaking is speaking to a group of people in a structured, deliberate 

manner intended to inform, influence, or entertain the listeners. The purpose 

of public speaking can range from simply transmitting information, to 

motivating people to act or simply telling a story. 

Where can I use Public Speaking? 

i. Seminar in Schools and Colleges 

ii. Chief guest’s Speech in any function 

iii. Presentation in Office 

iv. Thanksgiving in any function 

v. Motivational Speech as a Leader 
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vi. Politician Vote Campaign 

Benefits of Public Speaking 

i. Improve Self Confidence 

ii. Make yourself more comfortable around other people 

iii. Effectively get your message across 

iv. Make a difference in your Life, Business, Career and Community 

v. Demonstrate your Knowledge 

vi. Create your own supporters 

vii. Fine-tune your verbal and Nonverbal communication skills 

Types of Public Speaking 

a. Informative 

b. Persuasive 

c. Entertaining 

However, there are other types of Public Speaking also such as  

a. Ceremonial 

b. Extemporaneous  

c. Demonstrative 

d. Motivational 

Barriers of Effective Public Speaking 

a. Stage Fear 

b. Lack of knowledge about audience 

c. Lack of knowledge about Topic to be delivered 

d. Improper dress code 

e. Improper Time Management 

f. Improper Vocal behavior 

 

Guidelines for Effective Public Speaking 

a. Efficiency in decision making and use of marketing 

b. For research purposes 

c. Development of management thought 

Speech Writing 

a. An opening or introduction 

b. The body where the bulk of the information is given 
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c. Ending (or summary). 

Steps in Speech Writing 

Step 1 – Audience 

Step 2 - Writing as you speak (Writing oral language) 

Step 3 – Checking 

Step 4 - Linking or Transitions 

Step 5 - The Ending 

Step 6 - The Introduction 

Step 7 – Checking 

Business Correspondence 

a. Need for written communication 

b. Types of correspondence 

c. Email 

d. Memorandum 

e. Notes 

Tips for Clear, Professional Business Correspondence 

a. Think About the Type of Correspondence You Should Be Writing 

b. Be Polite 

c. Make a Good Plan and Stick to It 

d. End on a Positive Note 

e. Check for Mistakes  

Tips for Preparing a Review 

a. understand your focus 

b. plan properly 

c. structure your document 

d. use appropriate writing style 

e. know how to self-edit 

Inverted Pyramid 

 Whether you’re writing copy for a website, email, memo, brochure or letter, 

organize your message using the inverted pyramid style of writing. 

 List the elements or information you want to include in your correspondence 

and rank them in order of importance.  

 Putting your most important information at the top will increase readership 

because people don’t always finish what they start reading.  
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 Read several stories on the front page of any national newspaper to see how 

the inverted pyramid style of writing works.  

 Look at the first two paragraphs of a story, then read the last two paragraphs 

and compare the value of the information in each 

 Effective Business Writing: Use appropriate writing style 

Lead 

 Start each letter, email or other piece of correspondence with a strong lead 

sentence, or a series of sentences that include a delayed lead.  

 Your lead tells readers what your message is about, or lets readers know 

there’s a payoff.  

 Putting your lead in your first sentence immediately tells your reader why 

you’re writing and should focus on a benefit to them, not what you want.  

 Starting your correspondence with a problem or opportunity the reader has 

makes them want to know more.  

 This allows you delay your lead one or two sentences, giving a solution or 

benefit after you set up a desirable or problematic scenario 

Post Script 

 End your letters with a P.S., which stands out graphically on letters and is 

often the first part of a letter people read.  

 A P.S. lets you take one piece of information and make it stand out.  

 This means you should not use a P.S. for an afterthought or funny remark. 

 Put a piece of information that isn’t as important as what you want in your 

lead, but that’s important enough to make readers want to read your letter or 

understand a specific point you want to emphasize. 

Digital Correspondence 

 You’re fighting with dozens of other daily emails when you correspond 

digitally.  

 Don’t overload email recipients with a massive wall of text, since many 

people check email on the go, planning to get back to certain messages later.  

 If your email will take minutes to read, they may skip it and forget to come 

back to it after it gets buried by the next several hours’ worth of emails. 

 If you are sending an email to a group, don’t expose everyone’s email address 

-- use the blind carbon copy function, called bcc, to hide recipients’ addresses.  
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 Ask for an email receipt or for confirmation of delivery to ensure your 

message gets through. Never type in all caps, which is more difficult to read, 

and comes across as textual shouting. 

Note –Making 

Note-making is a more intellectual task than note-taking as it involves selecting, 

analyzing and summarizing what you hear or read. 

Importance of Note Making 

 stay active and engaged during your lectures, reading and revision  

 understand what you are learning and clarify your thinking  

 be selective and identify key ideas  

 remember the material  

 organize your ideas and make connections  

 plan and structure written assignments  

 review and revise before exam 

Set up a system to record complete bibliographic details, including 

 name of the author, editor, lecturer or organization 

 date of lecture, publication, or access (for websites) 

 title of lecture or source 

 page numbers where applicable 

 other bibliographic details you might need for a reference 

 Stages of note making 

 Before: Prepare by finding out what you need to know and what the 

purpose of the reading or lecture is. 

 During: Note down main ideas and keywords. Find techniques that 

work for you. 

 After: Reflect and review and then organize your notes 

Steps in preparation of a good agenda 

• Step 1: After realizing the need to organize a meeting, sum up some important 

points and create a draft of an agenda in Meetin.gs. 

• Step 2: Send invitations to participants and inform them about the agenda. 

• Step 3: Encourage people to contribute in editing the agenda by asking them 

to write notes and comment on the draft. 

https://library.leeds.ac.uk/info/1402/referencing
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• Step 4: Make sure the agenda doesn’t expand too much and that it sticks to 

the core issues.  

• Step 5: Take a back-up copy of the agenda by copy-pasting it to a text file and 

printing it out. Take few extra copies in case a technical error occurs during 

the meeting so that you don’t need to spend any extra time wondering what to 

do next. 

• Step 6: Agenda was made to outline the meeting. Follow it and kindly remind 

others to follow it too if the talk starts to drift away too much from the focus 

area. 

• Step 7: Finally, summarize all covered issues and ask for comments and 

suggestions about possible topics for the next meeting. 

Key application skills 

a. Admissions tutors may mostly be interested in your academic  

b. Achievements and academic interests, however, they will also need  

c. Reassurance that you have the right mix of skills and personal qualities 

Basic Skills 

Communication, Teamwork, Organization and time management, Problem 

solving, Motivation, Leadership, Creativity, flexibility and openness to 

change, Confidence / assertiveness, Interpersonal, intercultural and global 

awareness, Numeracy, Information and IT literacy, Business / commercial 

awareness and professionalism 

 

Summary/Conclusions 

Student’s realization that communication skill, proficiency and effectiveness is a key 

tool for the growth and operations of a firm. It encourages regulates and directs the 

flow of the firm at all times.  

Interactions and Questions 

1. Definition of the term language in business Communication and our daily 

lives. 

2. Describe properly the characteristics and goals of business communication 

3. Communication channels and problems of communication 

4. Highlight the key features used in giving directional signs. 

5. Outline the checklist for hiring staff 
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6. Features of language  

7. Essential strategies of public relations 
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