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COURSE OUTLINE 

Full details of modules and topics covered in this e-learning course: 

DURATION: 

1 Month

CPD Points: 
14 

COURSE AIMS: 

This e-learning course is different to most communication courses in that it focuses on the way that 
communications and information are managed within an organization rather than personal 
communication techniques.  

DESIGNED FOR: 

• Anyone who needs to lead a team
• Anyone who wants to get to know about communication styles
• Anyone who wants to get the most out of every day

This includes senior managers, line managers and supervisors, administrators, project managers and 
many more. 

WHAT IS BUSINESS COMMUNICATION? 

Effective business communication is a two-way process of listening and speaking, and it's of foremost 
importance in all phases of daily business life at your middle market company. Ask one hundred 
employees whether they're good communicators, and one hundred will say yes. In reality, though, all of 
us need to improve our communication skills. 

In addition, business communication can also refer to how a company shares information to promote its 
product or services to potential consumers. 

TOPICS COVERED IN THE MODULE: 

1. Introduction
2. Communication Tone
3. Forms of Written Communication
4. Forms of Non-Verbal Communication
5. How to make Presentations?
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MODULE 1:  INTRODUCTION 
Learning outcomes:  

• understand what makes business communication effective

• understand common grammatical terms

• construct sentences using the rules of sentence structure

• compose and recognize sentences with the correct subject and verb agreement

• understand how to use punctuation correctly

• recognize some common language errors and practice avoiding

Topics covered: 

1 Introduction 

2 What is Business Communication? 

3 Means of Communication 

4 Effective Written Communication 

5 Construction of a Sentence 

6 Nouns, Verbs, Pronouns, Adjectives, Adverbs, Prepositions 

7 Conjunctions 

8 Common Errors 

9 Subject and Verb Agreement 

10 Using Spelling Check 

11 Punctuation 

12 The Apostrophe Indicating Possession 

13 It’s versus Its 
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http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(YRGblITOOa1b)&c=(DtmdfpZVOL85)&q=1
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(94SBzIr75jHk)&c=(Xooqdd2dHwDb)&q=2
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(z.jLFe.YNUdT)&c=(NeCJr-kbhcEB)&q=3
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(BQm4xa6ZQ1TH)&c=(yhAQ6E.dsrSP)&q=4
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(tjv8OUa16DJg)&c=(Kn4EQI-r8sWp)&q=5
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(CQfjEAIM4kJU)&c=(U0ma4BpYi4es)&q=6
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(yTr9QmwyYlo4)&c=(JkySjK7TEidN)&q=7
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(yTr9QmwyYlo4)&c=(JkySjK7TEidN)&q=7
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(W4M7YkAV1pIy)&c=(nmTzPlAXTNc8)&q=8
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MODULE 2:  COMMUNICATION TONE 
Learning outcomes: 

• understand the appropriateness of tone for all types of writing

• know how to use positive words and phrases

• use non-sexist language in writing

• avoid clichés and jargon

• understand the role of acronyms in business communication

• use plain English

Topics covered: 

1 Effective Tone 

2 Tone 

3 Respectful Tone 

4 Non Sexist Language 

5 Avoiding Cliché’s 

6 Acronyms 

7 Plain English Campaign 

MODULE 3:  FORMS OF WRITTEN COMMUNICATION 
Learning outcomes:  

• plan communications

• understand the importance of writing style

• recognise the correct layout for letters

• be able to write your own letter from draft to final copy

• write an effective report, circular and summary

• proofread effectively

• understand proofreading symbols

• prioritise your work
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http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(iJN01dGi5yt8)&c=(nqWx0-GVrvsc)&q=1
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(8jno16QGT9bp)&c=(hx6NmeA4d.kQ)&q=2
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(TOMe8s2CFnTx)&c=(JDmdwEZH410D)&q=3
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(UO9YsvITnme6)&c=(FOhIjy8of9dd)&q=4
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(Dkbe.rhKDm5K)&c=(-CeIeJjzIhRC)&q=5
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(xwYqEIRukOZz)&c=(leDU80SYD3WQ)&q=6
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(656Z3oFFnOLG)&c=(D-jTQV0DMgHp)&q=7
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Topics covered: 

1 WHAT, WHY, WHEN, HOW, WHERE and WHO 

2 Forms of Written Communication 

3 Business Letter 

4 Standard Business Letter Layout 

5 Salutation and Complimentary Close 

6 Words, Sentences and Paragraphs 

7 Planning your Letter 

8 Report Writing 

9 Circulars 

10 Summary Writing 

11 Proofreading 

12 Checklist 

MODULE 4:  FORMS OF NON-VERBAL COMMUNICATION 
Learning outcomes: 

• communicate effectively face-to-face

• communicate effectively on the telephone

• understand the importance of body language and recognise what some of it may mean

• recognise appropriate dress codes

• understand the importance of personal networking

Topics covered: 

1 Talking face-to-face 

2 Communicating by phone 

3 The phonetic alphabet 

4 Listening skills 

http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(yGb9YSQ9x3xy)&c=(MYh-js3496YQ)&q=1
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(yQBr5V5sJORi)&c=(cbrH.mcfMqts)&q=2
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(pyJdqstXlBjo)&c=(DJWivm3zdJpd)&q=3
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(eqk046EyH2ha)&c=(DQ3JZdnH1sns)&q=4
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(A.amQ1x41Xy4)&c=(pF8ilsKQRJoH)&q=5
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(pXGPglvXtvBM)&c=(XdKZFxIEf0EY)&q=6
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(ZlKgG4HLEGMK)&c=(fyPP.qkfAH.U)&q=1
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(ipS-ossU--Mb)&c=(lxNSIDWhxUvX)&q=2
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(EIosyfZWFata)&c=(izDolW2W-oBK)&q=3
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(huPH6fvmvY72)&c=(GRXsR2VaQZDq)&q=4
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5 Types of question 

6 Body language 

7 Dress code 

8 Personal networking 

MODULE 5:  HOW TO MAKE PRESENTATIONS? 
Learning outcomes:  

• Confirm the presentation purpose (are you informing, promoting, advising, instructing, or

something else?)

• Set your objectives (what do you want the audience to have learned by the end?)

• Know your audience

• Consider the time you have

• Think about the participation of others

• Brainstorm to get your ideas down on paper and then select and order your points

• Use cue cards or notes (including PowerPoint notes)

• Decide on visual aids and equipment, e.g. PowerPoint

• Check the venue and familiarise yourself with it

• Practice giving your presentation beforehand – to friends/colleagues or the mirror

Topics covered: 

1 Reasons for delivering presentations 

2 Presentation worries and fears 

3 Preparing a presentation 

4 Structure of a presentation 

5 Non-verbal communication 

6 Eye Contact 

7 The Audience 

http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(edhdZMHTZ82n)&c=(XXfy6WTaoS6F)&q=5
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(fllTvSZe442Q)&c=(0cj-6t3.fIPM)&q=6
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(TUakmuhDDaF4)&c=(BX7dqhhnYjbQ)&q=7
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(VOcwlUXeV-uG)&c=(tgQLe5a.xnsk)&q=8
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(jo5dk1wa7DzM)&c=(Gnrs73vz5x.q)&q=1
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(vBTn4nbI4y8Z)&c=(0yv9VhwUuGRg)&q=2
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(L3uxub9T-zPi)&c=(21cInfidnYt.)&q=3
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(AQTi.q8SyUsB)&c=(QUYZGmut-kVd)&q=4
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(8ZKYVczdX5zj)&c=(dg4gEqRnCgzP)&q=5
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(AQTi.q8SyUsB)&c=(QUYZGmut-kVd)&q=4
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