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Excellence in Business Communication, John V. Thill Courtland, L. Bovée,

i%
A#H Peking University Press, 2014

Excellence in Business Communication (Thirteenth Edition) , John V. Thill
Courtland L. Bovée, Pearson Education,2019

Business Communication fundamentals, Zhou Shibao, Peking university press,
2011

SEHMEER | Business Communication: Rethinking your professional practice for the
post-digital age, P Peter Hartley, Peter Chatterton, Routledge, 2015

Model Business Letters, Emails and Other Business Documents ePub eBook,
Shirley

Taylor, FT Publishing International, 2015
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2 ) ) o Bilingual )
Introduction to business communication Chaoxing
1 ) o lecture.
Importance of business communication ) ) chapter task
Discussion.
2 2 Professional communication Bilingual Chaoxing
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Communication process and model lecture. chapter task
Discussion.
Case study.
Bilingual
; Technology in business communication lecture. Chaoxing
Ethical considerations in business communication Discussion. | chapter task
Case study.
Active listening in business Bilingual
A Non-verbal communication in business lecture. Chaoxing
Conversation skill in business Discussion. | chapter task
Case study.
Strategies for conflict resolution and negotiation Bilingual )
C Chaoxing
5 Communication in teams lecture.
o ) o ) ) chapter task
Collaboration in business communication Discussion.
Bilingual
‘ Productive meeting lecture. Chaoxing
Business Etiquette Discussion. | chapter task
Case study.
- Bilingual
Three-step writing process )
o ) lecture. Chaoxing
7 Situation analysis ) )
) _ Discussion. | chapter task
Information-gathering
Case study.
Bilingual
. Media and channel selection lecture. Chaoxing
Information organization Discussion. | chapter task
Case study.
. . . - . Bilingual
Adapting to your audience: Being sensitive to audience ]
lecture. Business
needs ) ) )
9 ) ) o Discussion. | messaging
Adapting to your audience: Building strong
) i Case study. | homework
relationships
Homework.
) ) ) Bilingual Chaoxing
Adapting to your audience: Controlling your style and
lecture. chapter task
10 tone ) )
. . Discussion.
Composing your message: Choosing powerful words
Case study.
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2 Composing Your Message: Creating Effective Bilingual Chaoxing
" Sentences lecture. chapter task
Composing Your Message: Crafting Unified, Coherent Discussion.
Paragraphs Case study.
2 Bilingual Chaoxing
. Revising your message: evaluating the first draft lecture. chapter task
Revising to improve readability Discussion.
Case study.
2 Bilingual Chaoxing
3 Producing your message lecture. chapter task
Proofreading your message Discussion.
Case study.
2 Chaoxing
14 Business Messages and presentation in group Presentation
chapter task
2 o L Bilingual
Finding Opportunities in Today’s Job Market Résumé
lecture.
15 Résumé ) ) homework
Discussion. )
(English)
Case study
2 ) Bilingual
Completing Résumé )
o ) lecture. Chaoxing
16 Building a Linked Profile ) )
o Discussion. | chapter task
Handing in homework
Case study
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X1 10% Class participation
X2 30% Chapter tasks on MOOC
o Business Messages or Planning Reports and Proposals,
X3 30% L
presentation in Group
X4 30% Résumé (English)
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