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COURSE SYLLABUS
I. Course information
Course title: BUSINESS COMMUNICATION 1
Course code: N/A
Course credits: 1
Course prerequisites: No prerequisites 

II. Course overview
This course aims at training students to develop listening and speaking skills in a wide range business situations. This course will develop the communication skills of leaners to success in business and will enlarge your knowledge of the business world. 
III. Course goals
Upon successful completion of this subject, you should be able to: 

	Goals
	Goal Description/ Learning outcomes

	G1 – Using English language in business situations 
	Understand and use English in a wide range of business situations 

	
	

	G2 – Skills in communication 
	Demonstrate communication skills to tackle different situations in business world such as networking, negotiating, resolving conflicts, and so forth. 

	
	

	G3 – Skills in dealing with real situations (Case studies)
	Build the ability to use language in different contexts, and communication skills by engaging leaners in real-life situations (case studies)



IV. Assessment scheme

	Assessment
	Learning outcomes
	Weightings

	A1. Participation
	G1 + G2 + G 3 
	10%

	A2. Peer Assessment 
	G1 + G2 + G 3 
	0%

	A3. Mid-term test
	G1 + G2 + G 3 
	30%

	A4. Final exam
	G1 + G2 + G 3 
	60%


Passing grade: 5/10
    Mid-term test & Final exam
	Duration: 45 – 60 minutes
	MIDTERM EXAM: The exam will be conducted in Week 5 as group presentation on selected topics. 
· Group presentation: Groups will be divided in Week 1. Each group will conduct a presentation on a selected topic in the course. 
FINAL EXAM: The final exam will be conducted as discussions between examiners and students on any topics were covered during the course. Students are expected to take the exam at the scheduled time. Make-up exams are given to only students with proof of illness or other emergencies. 

V. Course policies on learning and assessment
· Students are required to be on time and remain until the conclusion of class. 
· Students who arrive late within 15 minutes will be marked as ‘late’ yet still allowed to join the class. Two times being late equals one absence.
· Students who are more than 15 minutes late will not be accepted into class.
· Students who need to leave early should inform the instructor before class. Leaving early without permission also counts as absence for the day.
· Attendance: Students who are absent more than two times without legitimate excuses will be disqualified from taking the final exam. 
· Students should notify the instructor of their absence at least one day before class, unless their absence is due to an emergency. Written documents are required for their absence to be excused.
· One point will be deducted from your final grade for each absence from class.
· Participation: Bonus points will be awarded to students with a good record of class participation. 
· Students are not allowed to use laptops/mobile phones/tablet computers for any purposes not related to their study. Any violation will result in the students being required to leave the classroom and marked as absent.
· Disruptive behavior that affects classroom instructions and academic performance of both the instructor and other students include laughing and talking inappropriately in class. 
· You will receive a warning and a 1 point deduction from your final grade for your first violation. A second time violation will result in a deduction of 3 points from your grade. For your third time violation, you will be expelled from the classroom and the administrative staff will be accordingly notified so they can take your name off the class list.
· Students who are disrespectful to classmates or the instructor will be removed from class permanently.
· Cheating, academic dishonesty and plagiarism are NOT tolerated. Those students who violate these terms will be expelled from the course and receive “zero” for their final grade.

VI. Materials
Cotton, D., Falvey, D., Kent, S. (2006). Market Leader (New ed.). Essex: Pearson Education Limited.
VII. Detailed course content

	SESSION
	CONTENT
	MATERIALS
	COURSE GOALS
	ASSESSMENT

	1
	Course introduction
Group division

Unit 1: Communication 
Discussion:  What makes a good communicator? 
Case study: HCPS: Improve communication in a global company 
Writing: e-mail 
	Cotton, D., Falvey, D., Kent, S. (2006). Market Leader (New ed.). Essex: Pearson Education Limited.

	G1+G2+G3 
	A1+ A2 

	2
	Unit 2: International marketing 
Discussion: Discussion of international brands
Case study: Zumo-Creating a global brand: Reposition a sports drink for the global market
Writing: email 

	Cotton, D., Falvey, D., Kent, S. (2006). Market Leader (New ed.). Essex: Pearson Education Limited.
	G1+G2+G3
	A1 + A2 

	3
	Unit 3: Building relationships 
Discussion: Discuss business relationships and do a quiz
Case study: Getting to know you: Discuss ways to promote customer loyalty 
Writing: sales letter 
	Cotton, D., Falvey, D., Kent, S. (2006). Market Leader (New ed.). Essex: Pearson Education Limited.
	G1+G2+G3
	A1 + A2 

	4
	Unit 4: Success
Discussion: Defining success. Comparing similarities and differences between two companies 
Case study: Camden FC: Negotiate a sponsorship deal for a football team
Writing: press release or letter 
	Cotton, D., Falvey, D., Kent, S. (2006). Market Leader (New ed.). Essex: Pearson Education Limited.
	G1 + G2 + G3 
	A1 + A2

	5
	Unit 5: Job satisfaction 
Discussion: Discuss motivation and do a quiz on stress. Discuss what makes a job satisfying 
Case study: Office attraction: Devise a policy on close relationships at work 
Writing: guidelines
	Cotton, D., Falvey, D., Kent, S. (2006). Market Leader (New ed.). Essex: Pearson Education Limited.
	G1 + G2 + G3 
	A1 + A2

	6
	Unit 6: Risk 
Discussion: Discuss everyday risk and risk in business 
Case study: Suprema cars: Consider options to improve a car manufacturing company’s profits 
Writing: report 

	Cotton, D., Falvey, D., Kent, S. (2006). Market Leader (New ed.). Essex: Pearson Education Limited.
	G1 + G2 + G3 
	A1 + A2 

	7
	Unit 7: E-Commerce 
Discussion: Discuss the use of the Internet 
Case study: KGV Europe: Decide whether a music retailer should trade on the Internet 
Writing: e-mail 
	Cotton, D., Falvey, D., Kent, S. (2006). Market Leader (New ed.). Essex: Pearson Education Limited.
	G1 + G2 + G3 
	A1 + A2 

	8
	Unit 10: Customer service
Discussion: What people complain about. Customer complaints 
Case study: Hermes Communications: Prioritise and deal with complaints
Writing: report  
	Cotton, D., Falvey, D., Kent, S. (2006). Market Leader (New ed.). Essex: Pearson Education Limited.
	G1 + G2 + G3 
	A1 + A2 

	9
	Unit 11: Crisis management
Discussion: When is a problem a crisis?
Case study: Game over: Manage a crisis over pirated software
Writing: report 
	Cotton, D., Falvey, D., Kent, S. (2006). Market Leader (New ed.). Essex: Pearson Education Limited.
	G1+G2+G3
	A1+A2

	10
	 Unit 13: Takeovers and mergers
Discussion: Pros and cons of takeovers and mergers
Case study: Bon Appetit PLC: Discuss the risk of takeover and consider making new acquisitions
Writing: report 
	Cotton, D., Falvey, D., Kent, S. (2006). Market Leader (New ed.). Essex: Pearson Education Limited.
	G1 + G2 + G3 
	A1+A2

	11
	MIDTERM EXAM 
GROUP PRESENTATION 
	
	G1 + G2 + G3 
	A1+ A2 + A3 + A4

	12
	Unit 14: Personal predictions 
Discussion: Personal predictions 
Case study: Yedo Department Stores: Look at trends and increase profitability of a department store
Writing: report 

	Cotton, D., Falvey, D., Kent, S. (2006). Market Leader (New ed.). Essex: Pearson Education Limited.
	G1 + G2 + G3 
	[bookmark: _GoBack]A1 + A2 


* Note: The Schedule is subject to revision.


VIII. Instructor details
- Full name: Nguyen Minh Bich Van
- Faculty/Department: Faculty of International Relations
- Contact details: ng.minhbichvan@hcmussh.edu.vn


	      
HEAD OF DEPARMENT

	
	
	Ho Chi Minh City, 23rd March 2020
 DEAN OF INTERNATIONAL RELATIONS
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