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COURSE DESCRIPTION 
This academic course “Business Communication” has been created to prepare experts, who 

understand effective communication as a guarantee of success and a platform for productive 
business relationships. The course will contribute to students’ personal growth as well as help to 
increase their professional and communicative culture. Considerable attention in the discipline is 
paid to the practical component. That is provided by practical classes, business games, testing, and 
discussions of various business situations, solving analytical problems, preparation and defends of 
projects that represent their own models or concepts for solving complex problems of business 
communication. The theoretical material of the course is divided into two content modules, which 
consist of specific topics. 

 
SUBJECT CONTENT 

 

Hours 
(lectures / 
seminars) 

Topic Learning outcomes Tasks 

4 / 4 Topic 1: 
Communication 
Fundamentals 

to know how people's personal definitions of 
communication influence how they act; to know 
popular models of communication and can explain 
why people need a more complex approach; can use 
the communication triangle to analyze workplace 

Tests, 
discussions 
exercises 

4 / 4 Topic 2: 
Communication 
and Organizations 
in Context 

to know the range and variety of human 
communication codes; 
to be able to explain why a human language is a 
collection of multiple and overlapping codes; can 
examine the nature and scope of non-verbal 
communication and identify practical implications 
for the appropriate use of language and non-verbal 

Tests, 
discussions 
exercises 



codes in business communication 

4 / 4 Topic 3: 
Intercultural 
Communication 

to know problems and issues which arise when 
people communicate across social boundaries; can 
define basic cross-cultural concepts and explain how 
cultural differences can be analyzed and compared; 
to know how differences in cultural background can 
affect communication in the workplace; 
can develop strategies to overcome intercultural 
communication barriers 

Tests, 
discussions 
exercises 

4 / 4 Topic 4: 
Organizational 
Culture and 
Communication  

to know what organizational culture means and why 
it is important; 
to explain and compare major models of 
organizational culture; to know how organizational 
culture is communicated and expressed 

Tests, 
discussions 
exercises 

4 / 4 Topic 5: 
Organizational 
Structure and 
Communication 

to be able to identify and describe different 
organizational structures; 
can discuss how organizations can be described in 
terms of different models: 1) the stakeholder 
groups, 2) the organization’s subsystems; 3) the 
organization hierarchy; 
to know how communication is represented in these 
different models and look at issues which affect 
these formal structures 

Module 
control 1 

2 / 2 Topic 6: Written 
Communication in 
Organizations 
 

can compare different approaches to writing and 
choose the best one; 
can explain why organizing and structuring 
information is so important; to know how to 
establish clear objectives; to know different 
methods and principles for structuring information; 
to be able to use these principles to organize 
information at different levels; to know how the 
structure of a document and the main criteria to 
identify an effective business writing style; can 
evaluate methods to measure the readability of a 
document 

Tests, 
discussion 

2 / 2 Topic 7: 
Interpersonal 
Communication in 
Organizations  

to be able to explain what effective interpersonal 
communication involves; can identify and explain the 
most important interpersonal skills; 
can comment upon popular models of interpersonal 
skills and communication; 
to know important implications of this analysis for 
your behaviour towards others at work; to 
summarize general principles of selection and 
appraisal interviews and show how communication 
influences their outcomes 

Final control 
work 
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14. Myers David G. with others. Social Psychology / David G., Myers with others. 5th Canadian edition. 
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OTHER COURSE POLICIES 
 Academic Integrity. The student-faculty relationship is based on trust and mutual respect, which can be 

seriously undermined by the suspicion or reality of academic dishonesty. Academic dishonesty includes, 
but is not limited to, improper group work, reuse of a paper from another course, and/or cheating on a 
test or quiz. 

 Assignments. Assignment sheets will be distributed per chapter. Because this course requires your 
active participation, assignments must be prepared in advance of each class session.  Homework is 
collected at the start of each class session. Anything not handed in then, is considered late. 

 Class Attendance. Attendance and participation in all class sessions are essential and will be noted daily.  
 

EVALUATION SYSTEM 

 

Module 1 Module 2 Module 3 Module 4 

20% 20% 20% 20% 5% 15% 

Сurrent 

assessment 

 

The final oral 
express 
survey 

Сurrent 

assessment 

 

Moduł 2 
Control work 

Participation 
in trainings 

 

Independent 
work 

 

 
 
 
 
 
 

https://www.amazon.com/Business-Administrative-Communication-Kitty-Locker/dp/1259580628/ref=sr_1_2?qid=1670871670&refinements=p_27%3ADonna+Kienzler&s=books&sr=1-2&text=Donna+Kienzler
https://tsp-books.com/
https://languageadvisor.net/english-for-everyone-business-english-course-book-level-2/
https://educationalcentre.bg/shop/tional%20Geographic%20Learning
http://www.pearsonlongman.com/intelligent_business/bec_tests.html


Module 1 Module 2 Module 3 Module 4 In total 

40% 40% 5% 15% 100% 

1. Current 
assessment. 
2. The 
assessment for 
the final oral 
express survey 
during the class 
is a maximum of 
100 points. The 
activity of the 
student during 
the lesson is 
taken into 
account. 

1. Current 
assessment. 
2. Control work. 
The assessment 
for test questions 
(10) is 2 points for 
each correct 
answer (the 
maximum score is 
20). The 
assessment for 
theoretical 
questions is a 
maximum of 40 
points. 
The maximum 
score for the case 
task is 40 points 

The assessment for participation in 
trainings is a maximum of 20 

points. The assessment for the 
individual task is a maximum of 

80 points, of which the score for the 
content of the report is a maximum 

of 40 points.  
The score for the oral 

representation of the individual task 
is a maximum of 20 points.  

The score for the multimedia 
support of the report is a maximum 

of 20 points. 

Assessment of 
independent 

work: testing in 
Moodle 

 

 
GRADING SCALE 

 

Total grade of 
academic transcript 

ECTS 
grade 

National grade  

 
Exams, course research projects 

Credit tests 

90–100 A Excellent Passed 

85–89 B Good 
 75–84 C 

65–74 D Satisfactory 
 60–64 E 

 

35–59 FX Unsatisfactory Not passed 

1–34 F 
 

 
 
 


