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English for Business Communications
Cycle 5:    June 23 to July 31, 2025
Course Overview
	Module 1: Successful Career Planning
· Personal goal setting
· CV/cover letters
· Linkedin profiles
· Interviewing
· Networking/ Finding a mentor
· Evaluating Business Media
· Academic pathways
	Module 2: Effective Office Communications
· Participating in meetings
· Sending better emails 
· Telephone communication
· Negotiating & selling 
· Effective teamwork
· Understanding company culture

	Module 3: Business Strategy
Assess business strategy in terms of generic strategies of cost leadership, differentiation, focus and hybrid strategies
Identify business strategies suite to hypercompetitive conditions
Assess the benefits of cooperation in business 
Apply principles of game theory in business strategy
Identify and apply business model components: value creation, configuration, and capture. 
	Module 4: Research Assignment
· Brainstorming topics
· Evaluating sources
· Literature Reviews
· Critical thinking 
· Drafting 
· Presenting  




Learning Outcomes
Module 1: Successful Career Planning 
By the end of the cycle learners will be able to:
1. Conduct a personal SWOT analysis of their individual strengths, weaknesses, and career opportunities and threats
2. Develop and communicate a five-year plan for their career.
3. produce an effective CV and cover letter
4. understand the characteristics of an engaging Linkedin profile
5. Rehearse an engaging evaluator pitch or personal statement 
6. Evaluating business media

Module 2: Effective Office Communications
By the end of the cycle learners will be able to:
1. Compose effective emails of introduction 
2. initiate and receive phone calls with appropriate accuracy and register.
3. Break the secretarial barrier when cold calling companies. 
4. Perform better in face-to-face interviews
5. Predict cross cultural conflicts in the workplace

Module 3:  Business Strategy:  Evaluating Organisational Strategy
1. Assess the performance outcomes of different strategies in terms of direct economic outcomes and overall organisational effectiveness. 
2. Assess performance using different techniques.
3. Identify the need for new strategies using gap analysis. 
4. Employ SAFE (Suitability, Acceptability, Feasibility and Evaluation) to identify optimal strategic options. 
5. Use a range of different techniques for evaluating strategic options on both financial and non-financial grounds.


Module 4:  See EBC Assignment


Duration: 6 weeks
Time Commitment: 6 hours per week (3 x 2-hour sessions recommended)
Primary Text: Stella Cottrell, Skills for Success: Personal Development and Employability

Week 1: Introduction to Personal Development and Employability Skills
Learning Outcomes:
· Understand the purpose and scope of personal development planning (PDP)
· Assess your current skillset using Cottrell’s self-evaluation tools
· Identify personal goals for academic and career development
Key Topics:
· What are personal development and employability skills?
· PDP frameworks and the personal learning contract
· Introduction to reflective practice
Activities:
· Complete skills audit (Cottrell’s checklist)
· Set personal SMART goals
· Begin Reflective Learning Journal

 Week 2: Self-Awareness, Learning Preferences, and Motivation
Learning Outcomes:
· Explore learning styles and preferences
· Apply metacognition to study habits and motivation
· Identify personal barriers to learning and growth
Key Topics:
· Learning styles, VARK, and Multiple Intelligences
· Metacognition and self-regulation
· Motivation: intrinsic vs extrinsic
Activities:
· Complete Cottrell’s Learning Style and Motivation inventories
· Create a personal motivation plan
· Journal entry: Reflect on a recent learning experience

Week 3: Time Management, Organisation, and Goal Setting
Learning Outcomes:
· Develop effective time and priority management strategies
· Use tools for planning and scheduling academic and career tasks
· Create an action plan for medium- and long-term goals
Key Topics:
· Time logs, urgency/importance matrix
· Overcoming procrastination
· Goal setting and action planning (GROW model)
Activities:
· Weekly planner and daily schedule creation
· Group workshop on prioritization techniques
· Journal entry: Reflect on time management patterns

 Week 4: Communication, Teamwork, and Emotional Intelligence
Learning Outcomes:
· Enhance written, verbal, and interpersonal communication
· Understand group dynamics and team roles
· Build emotional intelligence for personal and professional success
Key Topics:
· Listening and assertiveness
· Group roles (Belbin) and conflict resolution
· Emotional intelligence and empathy in communication
Activities:
· Role-play scenarios on assertive communication
· Team-building exercises
· Group reflection: What makes an effective team?

Week 5: Critical Thinking, Problem Solving, and Decision-Making
Learning Outcomes:
· Apply critical thinking techniques to academic and work problems
· Evaluate information and arguments critically
· Make informed decisions using structured approaches
Key Topics:
· Problem-solving models (IDEAL, 6 Hats)
· Critical thinking checklist and questioning
· Risk and consequence analysis
Activities:
· Case study analysis (group)
· Mind mapping and SWOT for decision-making
· Journal: Reflection on a recent decision/problem


Week 6: Employability Skills and Personal Branding
Learning Outcomes:
· Identify and present your employability strengths
· Develop a personal brand and CV/LinkedIn profile
· Reflect on your progress and plan next steps
Key Topics:
· Transferable skills and the STAR technique
· CV and cover letter writing
· Digital footprint and networking
Activities:
· CV workshop and peer review
· Elevator pitch development
· Final PDP review and reflection presentation

Assessment 
· Reflective Learning Journal (Weekly entries – 30%)
· Personal Development Plan (Initial + Final submission – 20%)
· Reader Review:  20% 
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