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{350/l TEACHING BUSINESS TEACHING BUSINESS (230 TEACHING BUSINESS

REPORTS AND RESUME AND CV WRITING 30 CORRESPONDENCE
DATA COMMUNICATION 0 AND MEMO WRITING

Presenting information clearly Writing concise and effective
through reports and data. internal communications.

Creating professional resumes
that open doors.

BUSINESS REPORTS %
-

o RESUME / CV BASICS

FUNDAMENTALS

® Business reports provide information, analysis ® Aresume is a brief summary of your education, © Business correspondence includes memos,
and recommendations for decision-making. skills, experiences and achievements. emails, notices and circulars.
 They are factual, objective and well-organized. e A CV (Curriculum Vitae) is more detailed and o It is used for internal communication within
e Clear data communication makes reports used mostly for academic or senior positions. an organization.
more credible and useful. o It should be clear, concise, accurate and well- o It should be clear, brief, accurate and
organized. to the point.
PURPOSES OF BUSINESS REPORTS {d’
© Inform O i oot COMPONENTS OF A RESUME
. : TYPES OF BUSINESS CORRESPONDENCE
@ Analyze @ Monitor performance . 1. Personal Information
@ Solve problems @ Record activities . Name, address, phone number, Moraa
email.

@ Support decisions @ Ensure accountability

Internal notes for employees.

2. Career Objective / Summary

A brief statement of your career goals Notices
or professional summary.

COMPONENTS OF A BUSINESS REPORT

7. References
Provide names and contact details

7. Recommendations

Subject : Brief topic of the memo

Suggests actions or solutions.

1. Title Page — Short announcements or information.
Includes report title, author, date and 2
organization. 3f Education Mool
W} List your degrees, institutions and Circulars
2. Table of Contents year of graduation. ’ Information sent to a large group.
Lists headings and page numbers.
3 troduction & 4. Work Experience
. Intre i .
o States the pirposs; backgrotind and - List jobs in reverse chronological v Emails
scope of the report’ order; include responsibilities M Digital communication within
and achievements. organization.
4. Body
@ Presents facts, data, analysis and 5. Skills
discussion. List relevant technical, communication
5. Findings and soft skills.
@ Highlights the key results or 3 WIS
obsasrations: c 6. Achievements / Certifications
~ ‘ Include awards, certificates or To : Person(s) the memo is addressed to
° 6. Conclusions special training. From : Person sending the memo
Summarizes what the report means.
PYY Date : Date of writing the memo
@ [&.):]
(only if required). Body : Main message in clear and
@ 8. Appendices (if any) concise sentences
Includes supporting documents, AN - 3
st TIPS FOR EFFECTIVE RESUMES Foal ||| e it
Tailor your resume for the job you want. '
9. References ° L
Lists all sources used in the report. @ Use action verbs (e.g., managed, developed, TIPS FOR WRITING MEMOS ",@C
improved).

@ Keep it short, clear and to the point.

Keep it neat, professional and easy to read.
. i B Y @ Use simple and direct language.

TIPS FOR DATA COMMUNICATION ~'@~_ @ Use bullet points, not long paragraphs.

@ Organize the message logically.

& Use accurate and reliable data. @ Highlight achievements with numbers © Use bullet points for clarity,
% Use tables and charts to simplify complex data. whenever possible. ® Uios mfp e 3
@ Label graphs and tables clearly. @ Proofread for grammar and spelling oA ess‘ o ?'
@ Explain what the data means. ‘a mistakes. @ Proofread before sending.
& Keep the message clear and focused. @ Keep the resume 1-2 pages long. “ Good business correspondence
usi
@ Avoid unnecessary numbers or jargon. % g
4 IS (13 A strong resume presents your ‘?U"ds ”"‘fie’ standing, s.?ves
l I best self on paper and helps — time and improves efficiency
u you stand out from others. in the workplace.
KEY TAKEAWAY o
LESSON 29 —~ LESSON 30

A professional resume highlights
your skills and achievements

and increases your chances H
of success. H

Clear and concise correspondence
and memos ensure smooth internal
communication and stronger
organizational relationships.

data communication help turn
information into meaningful
insights and better decisions.

LESSON 28
/\/I. Well-structured reports and clear

Business Communicatiol
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LESSON

o RESUME / CV BASICS
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TEACHING BUSINESS RESUME
AND CV WRITING

Creating professional resumes that open doors.

RESUME

e A resume is a brief summary of your
education, skills, experiences and
achievements.

e A CV (Curriculum Vitae) is more
detailed and used mostly for academic
or senior positions.

e [t should be clear, concise, accurate
and well-organized.

RESUME vs. CV
RESUME cv
‘ CJ ’ Apply for jobsin  Apply for academic

business/industry. or research roles.

Purpose
® 1-2 pages 2 or more pages
Length
g Skills, experience  Detailed apadenice
= and achievements  record, publications,
Focuis relevant to the job. research, etc.
a Concise and Detailed and
results-oriented.  comprehensive.

Tone

TIPS FOR EFFECTIVE RESUMES

@ Tailor your resume for the job you want.

@ Use action verbs (e.g., managed, developed,
improved).

@ Keep it neat, professional and easy to read.

@ Use bullet points, not long paragraphs.

@ Highlight achievements with numbers
whenever possible.

@ Proofread for grammar and spelling mistakes.

@ Keep the resume 1-2 pages long.

66

A strong resume presents your best self
on paper and helps you stand out
from others.

KEY TAKEAWAY

A professional resume or CV highlights your
qualifications, experience and potential in a
clear and concise manner. It creates a strong
first impression and opens the door to new
opportunities.

Maha Malik’s Compilation

Teaching of Business Communication

1. Personal Information
Name, address, phone number,
email.

2. Career Objective / Summary
A brief statement of your career goals
or professional summary.

3. Education
List your degrees, institutions and
year of graduation.

4. Work Experience

List jobs in reverse chronological
order; include responsibilities
and achievements.

5. Skills
List relevant technical, communication
and soft skills.

6. Achievements / Certifications
Include awards, certificates or
special training.

7. References
Provide names and contact details

(only if required).

ACTION VERBS TO USE x’
@ Managed @ Created @ Achieved
@ Developed @ Analyzed @ Increased
@ Implemented @ Improved @ Resolved
@ Organized @ Designed @ Trained
@ Led @ Coordinated @ Supported

EXAMPLE CAREER OBJECTIVE @

To obtain a challenging position in a dynamic
organization where | can utilize my skills in
business management and contribute to the
company's growth while enhancing my
professional knowledge.

Be Clear Be Relevant

Use simple < d ’ Include only
languageand information i
clear structure. | relevant to the job. :

ALI KHAN

Marketing Executive

. 0300-1234567

&5 alikhan@email.com

© Lahore, Pakistan

M@ linkedin.com/in/alikhan

CAREER OBJECTIVE

To secure a challenging position in a reputable organization
where | can utilize my marketing skills and contribute to
the company’s success.

EDUCATION
* MBA (Marketing)

University of Punjab, Lahore | 2021
« BBA (Hons.)

University of Punjab, Lahore | 2019

WORK EXPERIENCE

* Marketing Executive | ABC Pvt. Ltd., Lahore
Jan 2022 - Present
- Develop and implement marketing strategies.
~ Manage social media and online campaigns.
- Analyze market trends and customer needs.

* Marketing Intern | XYZ Company, Lahore
Jun 2021 - Dec 2021
- Assisted in market research and data analysis,
- Supported in organizing promotional events.

SKILLS

« Digital Marketing « MS Office (Word, Excel, PowerPoint)
+ Communication * Teamwork

+ Data Analysis + Problem Solving

ACHIEVEMENTS / CERTIFICATIONS
+ Google Digital Marketing Certificate, 2022
« Certificate in Business Communication, VU, 2021

REFERENCES
Available upon request.

BEST PRACTICES

*

@ Customize your resume for each job application.
@ Focus on achievements, not just duties.

@ Use clear fonts and consistent formatting.

@ Avoid unnecessary personal details.

@ Keep margins, spacing and alignment consistent.
@ Save your resume as PDF before sending.

@ Ensure all information is accurate and up to date.

(14

A well-written resume is your ticket
to an interview - make it count!

Be Professional . Be Prepared
@ Use a professional ‘ _ Keep your resume
. ‘ tone and error- \ updated and

free content. ready to share.

Virtual University of Pakistan



AREAS IN BUSINESS
COMMUNICATION-1

1. Areas in Business Communication

« Business communication has a wide range
of areas.

00,
”“‘ « Each area has its own language needs,

skills and situations.

2. Business English for Management

000" Concerns the language used by
‘N“ ? managers in planning, organizing,
T leading and controlling.
m ’_J * Includes meetings, presentations,
reports, decision making and
problem solving.

» Focus on clarity, persuasion and
effective leadership communication.

3. Business English for Administration

» Used in daily administrative tasks
v and office procedures.
j @ « Includes correspondence, memos,
notices, filing, scheduling and
record keeping.

+ Emphasis on accuracy, brevity and
professionalism.

4. Business English for Customer
Services & Distribution
customers and in distribution

@ channels.

“ « Includes inquiries, complaints,

orders, delivery, after-sales service
and feedback.

Emphasis on politeness, empathy
and clear information.

« Focuses on communication with

5. Business English for Marketing
+ Used for promoting products
and services.
+ Includes advertising, brochures,
product descriptions, slogans,
and market research.

« Emphasis on creativity, attracttion
and persuasive language.

6. Business English for Finance
+ Concerned with financial communication.
E « Includes budgets, accounts, financial
ﬂﬂ reports, statements and forecasts.
~ « Emphasis on accuracy, numbers and
formal style.

KEY TERMS v‘..;
* Area « Distribution "
* Management * Marketing
+ Administration « Finance
+ Customer Service

J

.

ENG516_Key Points

AREAS IN BUSINESS
COMMUNICATION-II

1. Legal English

« The language used in legal
systems and legal contexts.
- « Includes contracts, agreements,
court documents and legal
correspondence.

2. Teaching Legal English

[ ) | » Focuses on the language of law
for learners.

« Includes legal vocabulary,
reading of legal texts, drafting
and interpretation.

Learners develop skills for
specific legal situations.

3. Aviation English

The language used in the aviation
industry.

Includes communication between
pilots, air traffic controllers and
ground staff.

Emphasis on safety, clarity and
standard phraseology.

.

4. Comprehension & Negotiation
of Meaning

« Communication is a two-way

D  process.

« Speakers and listeners negotiate
meaning to avoid misunderstanding.

« Includes asking for clarification,
confirming, paraphrasing, etc.

5. Cognitive Load, Politeness
& Mitigation
« Cognitive load refers to the mental
@ effort in processing information.
* Politeness shows respect in
communication.
« Mitigation softens strong
statements to avoid conflict.

6. Teaching Aviation English

« Focus on real-life aviation
communication.

SO0 . Useauthentic materials, role-plays
“ and simulations.

« Emphasis on listening, speaki
and standard phraseology.
KEY TERMS C:I
+ Legal English + Negotiation
+ Contracts + Politeness
+ Phraseology + Mitigation
+ Comprehension « Cognitive Load

| LESSON 32_
AREAS IN BUSINESS
COMMUNICATION-III

1. Business for Medical Purposes (EMP)

EMP is the use of English in medical
and health care settings.

It helps professionals communicate
with patients and colleagues.
Includes spoken and written
communication in medical contexts.

2. EMP Course Content & Activities

+ Content includes medical vocabulary,
patient communication, case notes,
reports and presentations.

» Activities include role-plays, case
studies, discussions and simulations.

» Focus on real-life medical situations.

3. EMP Research & Publication

 Involves writing research papers,
case reports and abstracts.

* Focus on medical terminology,
structure, style and citation.

* Helps in sharing knowledge in
the medical field.

4. Materials in EMP

Includes textbooks, journals,
patient leaflets, guidelines and
online resources.

Materials should be authentic,
up-to-date and level-appropriate.
Support development of all
language skills.

5. EMP for Nursing

» Focused on nursing communication
in hospitals and clinics.

« Includes patient care, shift reports,
instructions and record keeping.

+ Emphasis on empathy, clarity and
professionalism.

6. Linguistic Content of Tasks
& Activities
ey P Tasks develop vocabulary,
f grammar, functions and discourse.

' J « Activities improve listening,
e speaking, reading and writing.
Designed to meet learners’
real communication needs.

KEY TERMS L;ﬂ

« EMP + Publication
+ Medical English + Nursing

« Case Study « Tasks

* Research + Activities

“Effective business communication in every area builds
understanding, trust and professional success.”

Maha Malik’s Compilation
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AREAS IN BUSINESS
COMMUNICATION-IV

1. Economics English
« Deals with the language of
economics.

¢ Includes business cycles,
trade, inflation, growth, etc.

» Focus on graphs, reports,
policies and data.

2. Banking English

« Used in banking operations
and customer services.

« Includes loans, accounts,
statements, transactions.

« Emphasis on accuracy,
confidentiality and clarity.

3. Insurance English

* Language used in insurance
policies and claims.

v N Includes terms, conditions,
risk, coverage and claims
processing.

» Focus on clear and formal
communication.

4. Business Writing

» Includes letters, emails,
reports, proposals and
memos.

* Emphasis on structure,
coherence and style.

* Supports all areas of business

communication.

5. Meetings & Presentations

+ Includes agendas, minutes,
reports and follow-ups.

and professionalism.

6. Interviews
* Used in job interviews and
appraisals.
+ Includes asking questions,

responding and giving feedback.
« Focus on effective questioning

&)

and polite interaction.

KEY TERMS
* Economics * Meetings
* Banking * Presentations
* Insurance * Interviews
* Business Writing

@ STUDY TIP

+ Language used in conducting
meetings and presentations.

« Focus on clarity, persuasion

| LESSON 34 B

TEACHING BUSINESS
COMMUNICATION IN
DISTANCE-I

‘ 1. What is Distance Learning?

* Learning takes place when teacher
and learners are not in the same
place.

* Uses technology to bridge the
distance.

* Promotes flexible and independent
learning.

2. Characteristics

* Separation of teacher and learner.
* Use of media and technology.

* Two-way communication.

* Learner independence.

3. Modes of Distance Learning
* Online/Internet-based learning.

+ Correspondence learning.

* Audio and video conferencing.

* Blended and hybrid learning.

4. Advantages
* Flexible in time and place.

* Access to global resources.
* Cost-effective.
* Encourages self-paced learning.

5. Challenges

¢ Limited face-to-face interaction.
* Technical and connectivity issues.
* Learner isolation.

* Need for self-discipline.

6. Role of Teacher
* Facilitator and guide.

* Plans and organizes course
materials.

* Provides feedback and support.

KEY TERMS

+ Communication
* Independence
+ Facilitator

* Technology

‘ « Distance Learning
* Media

Mastering distance business communication requires clear language,

effective technology use, and active interaction.

* Motivates and monitors learners.

TEACHING BUSINESS
COMMUNICATION IN
DISTANCE- I

1. Course Design for Distance Learning

+ Clear objectives and outcomes.
* Well-structured content.

* Logical sequence of topics.

* Easy-to-follow instructions.

2. Learning Materials

+ Self-instructional materials.
+ Digital resources and e-content.

* Videos, podcasts, slides
and readings.

* Should be simple and engaging.

3. Communication in Distance Learning

* Two-way communication is essential,

* Use forums, email, chats and
video calls.

* Prompt replies and feedback.
« Build a sense of community.

4. Learner Interaction

« Discussion forums and group tasks.
* Peer feedback and collaboration.

"‘ * Online discussions and projects.

* Encourages active participation.

5. Assessment in Distance Learning

* Online quizzes and assignments.
* Projects, presentations and reports.
* E-portfolios and reflective journals.

« Timely feedback and evaluation.

6. Technology Tools

* LMS (Learning Management
Systems).

* Video conferencing tools.

* Collaboration tools.

+ Email, forums and cloud storage.
KEY TERMS B8

* Interaction

* Assessment

« Technology Tools

« Course Design
* Materials
+ Communication
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TEACHING BUSINESS
COMMUNICATION IN
DISTANCE-1II

N
:

1. Tutors' Preparation

L

* I

CH W=

KEY TERMS

+ Distance Learning

‘ * Tutor Prepaartion
* Learner Support

Tutors need training in distance
teaching skills.

Familiarity with technology and
online tools.

Planning clear instructions and
activities.

. Learners’ Support

Provide academic and technical
support.

Clear guidelines about how

to get help.

Prompt responses to learners’
queries.

. Learner Management

Build a sense of community.
Encourage participation and
collaboration.

Monitor progress and
engagement.

4. Evaluation in Distance Learning

Use a variety of assessment
methods.

Include quizzes, projects,
assignments and discussions.
Ensure fair and continuous
assessment.

5. Quality Assurance

Regular review of course
content and delivery.
Feedback from learners.
Improvement of materials,
methods and technology.

6. Ethical and Practical Issues

Ensure academic honesty.
Protect learners’ data

and privacy.

Deal with technical and
access issues.

« Evaluation
* Quality Assurance
« Ethical Issues

* Learner Management

@ STUDYTIP |

T

o

ENG516 - TEACHING OF BUSINESS COMMUNICATION
INFOGRAPHIC 3: LESSONS 36-38

HOW TO INCLUDE

INTERCULTURAL TRAINING-I

1. Need for Intercultural Training

» Business is global and culturally diverse.

* Misunderstandings can lead to
communication breakdown.

+ Intercultural training promotes
effective interaction.

2. Objectives

* Develop cultural awareness.
« Build respect for different cultures.

 Improve cross-cultural
communication skills.

3. Cultural Awareness

* Understand one’s own culture.
+ Learn about other cultures.

* Recognize differences in values,
beliefs and behaviors.

4. Components of Intercultural
Training

* Knowledge about cultures.

+ Skills for communication.

« Attitudes of openness and
respect.

5. Training Methods

Case studies and examples.

Discussions and role-plays.

Simulations and scenarios.

. Role of Teacher/Trainer
Act as facilitator and guide.
Provide real-life cultural
examples.

Encourage reflection and
participation.

KEY TERMS
+ Intercultural Training
+ Cultural Awareness
* Objectives

+ Components
+ Training Methods
+ Trainer

Intercultural competence is the key to effective global
business communication and collaboration.

HOW TO INCLUDE
INTERCULTURAL TRAINING-II

1. Language and Culture

* Language reflects culture.

* Include politeness, idioms and
non-verbal cues.

* Teach appropriate language
use in context.

2. Cross-Cultural Communication
@ s
« Listening with understanding.
* Asking questions and clarifying.
* Adapting language and behavior.

3. Dealing with Differences

* Accept and respect differences.

* Avoid stereotypes and
assumptions.

* Handle conflicts positively.

4. Activities for Intercultural Training

) H

@  * Cultural comparison activities.
* Role-plays and simulations.

* Group projects with diverse
perspectives.

5. Evaluation and Feedback

* Assess cultural awareness and
communication skills.

/ « Provide constructive feedback.
* Encourage self-assessment.

6. Benefits of Intercultural Training

Better relationships and teamwork.
Effective negotiation and

\/

A 3
— problem solving.

Success in global business
environment.

KEY TERMS
+ Language and Culture * Activities
+ Communication Skills + Evaluation
« Dealing with Differences + Benefits

B
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4% ENG516 - TEACHING OF BUSINESS COMMUNICATION
' “’f INFOGRAPHIC 4: LESSONS 39-41 e
EETED

HOW TO INCLUDE ! HOW TO INCLUDE HOW TO INCLUDE
INTERCULTURAL ‘ INTERCULTURAL INTERCULTURAL
TRAINING-III ! TRAINING-IV TRAINING-V

£ N

1. Intercultural Communication

1. Advanced Intercultural Skills
in the Business World Q
* Integrate intercultural content in syllabus. ive li i
* Global business requires effective 4 “ § i gt mpetyend active listening:
intercultural communication. o Set cle:r objectives for intercultural * Flexibility and open-mindedness.
competence.
* Miscommunication can lead to i pe 5 < ¢ Managing cultural differences
wrong decisions and conflicts. * Bal aﬁce_theory with practical constructively.
application.

¢ Cultural understanding improves

* Building trust across cultures.
teamwork and productivity.

Make it relevant to business contexts.

2- el Sompetonch 2. Needs Analysis 2. Cross-Cultural Business Situations

Awareness of one’s own culture.

fo1076) * I|dentify learners’ cultural backgrounds. * Meetings and negotiations.
AR

Knowledge of other cultures. o D o i uay

* Business dinners and etiquette.

Skills to communicate across they face.

cultures. * Email and written communication.

* Find gaps in intercultural knowledge
Ability to adapt behavior and skills.

appropriately.

+ Conflict resolution across cultures.
* Prioritize training needs.

3. Cultural Dimensions 3. Training Methods 3. Case Studies and Examples

Power distance

Individualism vs collectivism
Uncertainty avoidance

Masculinity vs femininity

Long term vs short term orientation
Indulgence vs restraint

. ive lectures and di ions.

* Analyze real business cases.

* Case studies of cross-cultural
business.

Identify cultural issues.

Discuss solutions and outcomes.

* Simulations and role-plays.

Learn from successful global
companies.

.

* Group projects and presentations.

Teaching Intercultural Topics 4. Materials and Resources 4. Technology and Intercultural
.
o .
group work. o‘:ltures. " ) collaboration.
« Include case studies and o Videos, acticles, and business eporta. * Virtual exchanges and webinars.
simulations. * Cross-cultural comparison charts. « Digital simulations and games.
* Promote critical thinking and * Online resources and global databases. * MOOCs and e-learning resources.

reflection.

o

. Evaluation and Feedback
Collect feedback from learners.
Use surveys and reflections.
Improve training content and
activities.

Measure intercultural competence
growth.

5. Activities and Techniques 5. Assessment of Intercultural
Learning

* Use performance-based assessment.

(0] . (] * Culture comparison charts.
Role-plays of cross-cultural situations.
Analysis of intercultural incidents.
Guest speakers from different
cultures.

Reflective journals and feedback.

« Evaluate participation in discussions.
* Reflective essays and journals.

* Peer assessment and self-assessment.

4

Benefits of Intercultural Training
* Better understanding and respect.
Reduced stereotypes and bias.
Stronger relationships with global
partners.

Enhanced negotiation and
problem solving.

KEY_ TFRMS | KEY TERMS - KEY TERMS m

Syllabus » Facilitator

6. Role of the Teacher
* Actas a facilitator and cultural mediator.

. ge open-minded di

o

. Lifelong Intercultural Learning

Intercultural skills develop over time.

Encourage continuous learning.

* Provide constructive feedback. Stay updated about global trends.

» Model intercultural sensitivity in Apply learning in real-life business
classroom. situations.

o

Use real-life business examples. T W R e Training
Encourage discussion and Use online platforms for global

c

. . P . « Empathy * Global Trends
® « C : $ " * Needs Analysis * Mediation + Etiquette + Continuous Learning
* Cultural Dimensions * Reflection * Simulation * Intercultural Sensitivity » Collaboration + Intercultural Skills
« Adaptation * Global Mindset « Authentic Materials + Assessment + Conflict Resolution « Lifelong Learning
N\ L 7 . . .
-(s)- STUDY TIP Intercultural competence is a continuous journey. ' ‘
) Practice respect, learn, adapt and grow in every interaction. 5
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BUSINESS COMMUNICATION-I
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ASSESSMENT IN
BUSINESS COMMUNICATION-II

ASSESSMENT IN
BUSINESS COMMUNICATION-1II

1. Nature of Assessment

* Assessment is an integral part of
teaching and learning.

* It helps to measure achievement

and progress.
It provides feedback for improvement.
* It ensures accountability and quality.

2. Types of Assessment

+ Formative Assessment: Ongoing
assessment for learning.
b4 o X A 1t

of learning at the end.

+ Diagnostic Assessment: Identifies
strengths and weaknesses.

+ Placement Assessment: Determines
appropriate level.

3. Principles of Good Assessment

+ Valid: Measures what it intends to.
+ Reliable: Consistent and accurate.
* Practical: Easy to administer
and score.
+ Fair: Unbiased and equitable.
* Washback: Positively influences
learning.

4. What to Assess

* Language skills: Listening, Speaking,
Reading, Writing.

« Lang P G
Vocabul

* Discourse and pragmatic
competence.

o C

y, Pronunciation.

tasks and

5. Assessment Criteria

* Accuracy (grammar, vocabulary,
spelling).

+ Fluency (smoothness, speed).

+ Appropriacy (suitability to context).

+ Coherence (organization of ideas).

* Range of language.

6. Tools for Assessment

« Tests and quizzes.

+ Assignments and projects.

+ Presentations and role-plays.
+ Portfolios and journals.

+ Self and peer assessment.

KEY TERMS
+ Assessment * Placement
+ Formative * Validity
* Summative * Reliability
« Diagnostic * Washback

STUDY TIP

Maha Malik’s Compilation
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.
.

1. Assessment Methods

Objective Tests: MCQs, True/False,
Matching, Cloze tests.

3 Subjective Tests: Essays, Short
answers, Summaries.

Performance Tests: Role-plays,
Presentations, Simulations.

Alternative Assessment: Portfolios,
Projects, Case studies.

N

. Designing Assessment Tasks

.

Align tasks with objectives and syllabus.

Use clear instructions and rubrics.

Include a variety of task types.

Consider time and scoring.

3. Rubrics in Assessment

+ Rubrics describe performance levels.

* They ensure consistency and fairness.

+ Include criteria, descriptors and
points.

+ Helps learners understand expectations.

iﬁ? 4. Scoring and Grading

Use analytical or holistic scoring.

Convert scores into grades.
Provide constructive feedback.

Record and track learner progress.

Use grades for motivation and
improvement.

5. Reliability and Validity

Reliability: Consistency of results.
Validity: Accuracy of what is
measured.

Improve by pilot testing and
standardization.

Use multiple forms of assessment.

6. Feedback and Improvement

« Provide timely and specific feedback.
« Highlight strengths and weaknesses.
* Suggest ways to improve.

« Encourage self-assessment.

* Use feedback to refine teaching.

KEY TERMS Q
Objective Test * Scoring
Subjective Test * Reliability
Performance Test « Validity
Rubric * Feedback

Good assessment not only measures learning but also
improves it. Assess fairly, provide feedback, and inspire growth.

Ensure tasks are authentic and relevant.

e diae

~N

o o |l e & e b .

w

1. Assessing Speaking

Use interviews, discussions,
presentations.

Criteria: Fluency, Pronunciation,
Accuracy, Appropriacy.

Use rating scales and rubrics.
Include self and peer assessment.

. Assessing Writing

Use essays, reports, emails,
proposals.

Criteria: Content, Organization,
Language use, Mechanics.
Use rubrics for scoring.
Provide written feedback.

. Assessing Listening

Use listening tests, note-taking,
comprehension tasks.

Criteria: Understanding main ideas,
details, inference.

Use multiple-choice, matching,
short answers.

Ensure clear and authentic audio.

Assessing Reading

Use comprehension passages,
case studies, reports.

Criteria: Main ideas, Details,
Vocabulary in context.

Use questions: MCQs, True/False,
Short answers.

. Portfolio Assessment

Collect samples of learner's work.
Shows progress over time.
Includes reflections and feedback.
Encourages learner responsibility.

6. Using Results
+ Identify areas of strength
and weakness.

« Plan remediation or enrichment.

+ Inform future teaching and materials.

» Communicate results clearly.

KEY TERMS Eﬂ

Fluency + Rubric
Pronunciation « Comprehension
Portfolio + Feedback
Criteria * Remediation

=W
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EN6516 TEACHING OF BUSINESS COMMUNICATION

CURRENT TRENDS- Il

Future Directions & Emerging
Practices

@

CURRENT TRENDS-I

Changing Business

CURRENT TRENDS-II

Technology & Innovation in
Business Communication

Communication Landscape

L

1. Globalization

« Businesses operate across borders.
* Need for effective cross-cultural
communication.
« English is the dominant language
of global business.
Huiral

o r is

2. Digital Communication

« Rapid growth of emails, instant
messaging, video conferencing,
and social media.

+ Businesses communicate faster
and more efficiently.

 Digital etiquette and clarity
are crucial.

3. Remote Work & Virtual Teams

¢ Increase in remote work
and distributed teams.

\ * Need for clear written and

verbal communication

Smartphones enable communication
anytime, anywhere.

Short messages, voice notes and
apps are widely used.

Businesses must adapt to mobile
communication styles.

5. Social Media in Business

* Used for marketing, branding,
customer service and recruitment.

Offers two-way communication
with stakeholders.

Requires professionalism
and quick response.

. Sustainability Communication

Organizations communicate their
environmental and social responsibility.
Stakeholders expect transp. y

and ethical practices.

Includes CSR reports, sustainability
reports and green messaging.
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1. Artificial Intelligence (Al)

* Al tools assist in drafting emails,
reports, translations and chatbots.

* Improves efficiency and reduces
response time.

o iE les: ChatGPT, ly,
Translation tools, Al assistants.

2. Data Visualization

+ Complex data is presented through
charts, graphs and infographics.

* Helps in clearer understanding
and faster decision-making.

* Tools: PowerPoint, Tableau,
Canva, Excel.

3. Cloud Communication

Cloud platforms enable real-time
collaboration and file sharing.

Ensures accessibility, security
and backup.

is possible across distances.
Builds stronger relationships
and trust.

Tools: Zoom, Google Meet,
Microsoft Teams.

5. Automation in Communication

Automated emails, responses
and workflows save time.
Chatbots provide 24/7
customer support.
Improves productivity and
customer experience.

.

6. Cybersecurity & Privacy
Protection of sensitive information
is a major concern.

Secure communication builds

trust and credibility.

Need for awareness and compliance
with data protection policies.

-
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1. Personalization

+ Tailored messages for specific
audiences.

J « Improves engagement and

customer satisfaction.

* Use of data analytics to
understand audience needs.

2. Omnichannel Communication
* Seamless communication across
multiple channels.
+ Ensures consistent message
and brand experience.
* Includes email, social media,
apps, websites, chat.

3. Voice & Conversational Interfaces
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* Voice search, voice assistants
and smart devices are growing.

* Businesses use voicebots and
chatbots for interaction.

online. * Tools: Google Workspace, * Requires natural, simple and
* Tools: Zoom, MS Teams, OneDrive, Dropbox. conversational language.
Slack, etc.
4. Mobile Communication 4. Video Conferencing 4. Visual & Interactive Content
a— . + Face-to-face interaction * Use of videos, animations,

presentations and interactive
content.

* Improves understanding and
retention.

* Engages modern audience
effectively.

Agile & Transparent Communication

* Quick feedback and open
communication.

* Encourages collaboration

and innovation.

Transparency builds trust

among stakeholders.

6. Future Outlook
Technology will continue to
reshape communication.

* Need for continuous learning
and adaptation.

Focus on human connection
along with technology.

KEY TERMS KEY TERMS EB KEY TERMS E]j
« Globalization + Social Media « Astificial Intelligence « Automation « Personalization + Transparency
« Digital C . inabili + Data Visualization + Cybersecurity « Omnk [ « Agile C: i
* Remote Work « Intercultural Competence + Cloud Communication * Chatbots « Voice Interfaces + Future Outlook
+ Mobile Communication * Video Conferencing * Visual Content
REVISION SUMMARY KEY TAKEAWAYS ol REMEMBER
* Business Commumcanon is evolving rapidly. £ 7
« Globali t and'ct work « Stay updated with current trends. - - business
styles are key drivers. « Use technology wisely and ethically. P \ isnotjustabout sending messages,
* New tools and practices improve efficiency, « Focus on clarity, brevity and audience needs. it is about creating understanding,
clarity and collaboration. « Build intercultural awareness. building relationships and achieving
+ Future success depends on adaptability, « Balance with human business goals.
ethics and continuous learning.
EXAM TIPS IMPORTANT POINT CONTINUE PRACTICE

The future of business communication
is smart, human and responsible.

+ Understand each trend with examples.
v Relate trends with real business situations.

I v Write short notes and compare where needed.

Keep reading, learning and using
new tools to stay ahead!
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