
 The Business Communication module in an English 
 studies program at a university can vary, but generally, 
 students in such a module would learn a combination of 
 language skills and business-related communication 
 strategies. Here are some common topics and skills 
 covered in a business communication module: 

 1. Written Communication: 
 - Crafting effective emails, memos, and business 

 letters. 
 - Developing clear and concise business reports. 
 - Understanding and using professional tone and style. 

 2. Verbal Communication: 
 - Business presentation skills, including preparing and 

 delivering presentations. 
 - Participating in meetings and discussions. 
 - Effective use of language in negotiation and 

 persuasion. 

 3. Intercultural Communication: 
 - Understanding and navigating cultural differences in 

 business communication. 
 - Developing sensitivity to diverse communication 

 styles. 



 4. Professional Etiquette: 
 - Business etiquette and professionalism in written 

 and verbal communication. 
 - Netiquette (online communication etiquette). 

 5. Team Communication: 
 - Collaborative writing and communication within a 

 team. 
 - Conflict resolution and problem-solving in a team 

 setting. 

 6. Business Vocabulary and Jargon: 
 - Building a specialized business vocabulary. 
 - Understanding and using industry-specific 

 terminology. 

 7. Technology in Business Communication: 
 - Effective use of communication tools and 

 technologies (email, video conferencing, etc.). 
 - Social media and its role in business 

 communication. 



 8. Critical Thinking and Analysis: 
 - Analyzing and evaluating business communication 

 strategies. 
 - Critical reading of business documents and 

 messages. 

 9. Resume and Cover Letter Writing: 
 - Crafting professional resumes and cover letters. 
 - Understanding the expectations of job application 

 communication. 

 10. Legal and Ethical Considerations: 
 - Understanding legal and ethical aspects of business 

 communication. 
 - Avoiding plagiarism and ensuring ethical 

 communication practices. 

 11. Business Communication Strategies: 
 - Developing strategies for effective communication 

 in various business contexts. 
 - Adapting communication style to different 

 audiences and purposes. 



 12. Feedback and Revision: 
 - Providing and receiving constructive feedback on 

 written and verbal communication. 
 - Revising and improving communication based on 

 feedback. 

 The goal of such a module is to equip students with the 
 language skills and communication strategies necessary 
 for success in professional and business environments. 
 The specific emphasis may vary depending on the 
 university and the overall goals of the English studies 
 program. 
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