C.4.29 (Created 1-11-2017

nl
y

Clemson University - Center for Corporate Learning
1 North Main Street, 7th Floor,
Greenville, SC 29601
http://www.clemson.edu/online/
Contact: Juanita Durham│ 864.656.3984│jdrhm@clemson.edu
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Education & Training Plan
Business Commnication Professional Certificate Program with Externship

Start Date:
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Student Full Name:
End Date:

Program includes National Certification & an Externship Opportunity
Mentor Supported

Business Communication Professional Certificate Program with
Externship
Course Code:
Program Duration:
Course Contact Hours:
Student Tuition:

CLEM-B-COMM
6 Months
375
$3,999

The Business Communication Professional
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The Business Communication Professional program provides students the basic competencies
involved in effective communication and team work between those at the very top of a company
through to middle management, first-line supervision and line workers. Clear and concise
communication is a must for today’s fast-paced business world. Business professionals require
the ability to communicate efficiently and effectively on a range of complex subjects.
Communication between staff and management, with clients and prospective clients, requires
the utmost clarity to ensure expectations are met and decisions can be made on the basis of
accurate information. Without effective communication skills, both menial tasks and strategic
business decisions can result in costly mistakes for any organization. Moreover, effec tive
business communication can mean the difference between closing a deal with a prospective
client or losing their business altogether.

The Business Communication Professional Program
Whether in writing or speaking, effective communication is a must for business managers at all
levels as well as those seeking promotion into higher ranks. Students will learn the fundamental
strategies behind effective business communication alongside potential barriers that may inhibit
these efforts. Students will be introduced to technology that will facilitate their communication
efforts, gain insight into effective oral presentations as well as visual aids that can help in these
efforts.
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Education and National Certifications
 Students should have or be pursuing a high school diploma or GED.
 There are no state approval and/or state requirements associated with this program.
 There is a National Certification exam available to students who successfully complete
this program:
 Microsoft Office Specialist (MOS) Certification Exam.
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Program Objectives
At the conclusion of this program, students will be able to:
 Evaluate elements of effective business communication and explain any barriers
 Examine how technology has impacted business communications
 Explain the importance of intercultural communication in the business setting
 Use the English language appropriately in business communications
 Write an effective business message and develop effective visual aids for a proposal
 Prepare an oral presentation
 Create a resume, application letter, and follow-up messages
 Define communication and describe effective listening skills
 Use appropriate questions in communicating with others
 Explain why communication is important in helping people learn
 Identify best practices and correct audiences for delivering successful presentations
 Organize topics for business communication and identify the types of business writing
 Describe correct sentence structure and elements of direct and forceful writing
 Use appropriate language in business communication
 Describe revising and editing techniques
 Use Microsoft Office
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National Certification
Upon successful completion of this Clemson University program, students would be eligible to
sit for the Microsoft Office Specialist (MOS) exam. Although there are no state approval, state
registration or other state requirements for this program, students who complete this program at
Clemson University will be prepared and are eligible to sit for this national certification
exam. Students who complete this program are encouraged to complete the externship option
with their program. Students who complete this program can and do sit for the MOS national
certification exams and are qualified, eligible and prepared to do so. Clemson University works
with each student to complete the exam application and register the student to take their
national certification exam.
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Externship / Hands on Training / Practicum
Although not a requirement, once students complete the program, they have the ability to
participate in an externship and/or hands on practicum so as to practice the skills necessary to
perform the job requirements of a professional in this field. Students will be assisted with
completing a resume and/or other requirements necessary to work in this field. All students who
complete this program are eligible to participate in an externship and will be placed with a
participating organization near their location.
Clemson University works with national
organizations and has the ability to place students in externship opportunities nationwide.
Clemson University contact: If students have any questions regarding this program including
national certification and externships, they should call Juanita Durham of Clemson
University at 864.656.3984 or via email at jdrhm@clemson.edu.
Note: No refunds can be issued after the start date published in your Financial Award document.
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About Clemson University!
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Clemson Online, a unit reporting directly to the Provost, works closely with leadership teams
across the University to develop, market, and deliver top-quality courses and programs in
blended and online formats. The office provides vision, leadership, coordination, and expertise
in support of faculty design, delivery, and evaluation of technology-enhanced, blended, and fully
online courses and instructional materials. Dynamic, transformative, and unique eLearning
opportunities characterize Clemson’s approach to online teaching and learning.
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Our Mission: Clemson Online provides strategic leadership for online education, emphasizing
innovative teaching and superior learning outcomes to maximize student success in 21stcentury academic and professional contexts.
Our Vision: Clemson Online will define the public web-grant university through measurable
achievements in online education, research, and service.
The office is committed to pursuing strategic opportunities, providing supportive resources,
promoting superior educational quality, and ensuring faculty involvement and responsibility in
shaping Clemson’s online future.
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Clemson University and Pearson Education
The Clemson University’s Office of Professional and Continuing Education eLearning programs
were developed in partnership with Pearson Education to produce the highest quality, best-inclass content and delivery necessary to enhance the overall student learning experience, boost
understanding and ensure retention. Pearson Education is the premier content and learning
company in North America offering solutions to the higher education and career training
divisions of colleges and universities across the country aimed at driving quality education
programs to ensure student success. Please visit us at www.pearson.com.
About Pearson Education
Welcome to Pearson. We have a simple mission: to help people make more of their lives
through learning. We are the world's leading learning company, with 40,000 employees in more
than 80 countries helping people of all ages to make measurable progress in their lives. We
provide a range of education products and services to institutions, governments and direct to
individual learners, that help people everywhere aim higher and fulfil their true potential. Our
commitment to them requires a holistic approach to education. It begins by using research to
understand what sort of learning works best, it continues by bringing together people and
organizations to develop ideas, and it comes back round by measuring the outcomes of our
products.
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Business Communication Professional Program Detailed Student Objectives:
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LISTENING AND NONVERBAL COMMUNICATION SKILLS
 Recognize elements of a successful business meeting
 Identify categories of nonverbal communication
 Recognize barriers to effective communication
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INTRODUCTION TO BUSINESS COMMUNICATIONS
 Explain how effective business communication is achieved
 Examine tools used for effective business communications
 List communication barriers
 Describe the impact that technology has had on business communications
 Analyze ethical issues related to communication
 Describe the characteristics of effective teams
 Examine elements of appropriate business etiquette

COMMUNICATING ACROSS CULTURES
 Describe how to overcome language barriers
 Describe the challenges of communicating across cultures
 Identify communication approaches to communicating across cultures
 Discuss intercultural sensitivity

COMPOSING A BUSINESS MESSAGE
 Explain how a business message can be sent successfully electronically
 Write an effective business message
 Develop a written message using the steps in the writing process
 Formulate a business message using successful design characteristics
COMMUNICATING ROUTINE INFORMATION
 Produce a routine business message
 Develop an effective business memo and business letter
 Discuss approaches for conveying positive messages
 Develop a response to a business message
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COMMUNICATING BAD NEWS
 Discuss approaches for conveying bad news
 Describe types of bad-news messages
 Evaluate methods used to send bad-news messages
 Write an effective bad-news message
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PERSUASIVE COMMUNICATIONS
 Describe methods used to send persuasive messages
 Identify strategies for developing a persuasive business message
 Apply effective writing skills in producing a persuasive message
INTRODUCTION TO BUSINESS REPORTS AND PROPOSALS
 Identify types of business reports and proposals
 Demonstrate the ability to conduct and analyze research materials
COMPOSING BUSINESS REPORTS AND PROPOSALS
 Identify parts of a business report and proposal
 Produce a business report
 Develop effective visual aids for a business proposal
FORMAL REPORTS AND PROPOSALS
 Identify parts of a formal report
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Explain the purpose of a formal proposal
Critique a formal report

ORAL PRESENTATION SKILLS
 Demonstrate knowledge regarding audience awareness
 Write an oral presentation
 Develop appropriate visual aids for an oral presentation
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EFFECTIVE COMMUNICATION
 Define communication
 State the reasons managers communicate
 Describe obstacles to clear communication
 List the key principles of clear communication
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RESUME WRITING AND THE EMPLOYMENT INTERVIEW
 Discuss types of interviews
 Explain the importance and elements of appropriate follow-up messages
 Create a resume
 Write an application letter
 Create samples of appropriate follow-up messages

LISTENING FOR THE MESSAGE
 Differentiate between hearing and listening
 Identify obstacles to good listening
 Differentiate between repeating and rephrasing
 Define active listening
 State key actions for improving listening skills
 Describe strategies for delivering clear spoken messages
 Explain how to use communication skills to influence others
 Describe actions you can take to ensure that your message is received and understood
 Apply strategies for delivering criticism or bad news
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LEARNING AND TEACHING
 Describe situations in which managers need to ask good questions
 Identify the four types of questions: open-ended, closed-ended, clarifying, and probing
 List key strategies for asking useful questions
 Ask appropriate questions during an interview, to encourage meeting participation
 Identify the unique needs of adult learners
 Describe how to teach someone a process
 Identify the purposes for managers to give presentations
 Describe the key actions for planning and delivering a successful presentation
 Describe strategies for coping with presentation fear
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HOW TO WRITE WELL IN THE WORKPLACE
 Identify the advantages of written communication
 Describe the criteria for good business writing
 Determine the purpose of business writing
 Explain how to plan successful written communication
 Describe the four business writing guidelines to help readers
 Revise to improve a business document
 Identify effective writing in business documents
 Explain how to proofread written work
GOOD BUSINESS WRITING
 Name three criteria for good business writing
 Ask the central question you need to answer before you begin writing
 List the three levels of potential readers within an organization
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Name three ways of applying basic psychology to encourage readers to read your message
List five elements that contribute to an appropriate tone in most business writing
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A PLANNED APPROACH TO BUSINESS WRITING
 Write an outline with the appropriate level of detail
 The first 2 questions a reader asks when receiving a memo, letter, proposal, or report
 Name four criteria of good evidence
 Describe direct/indirect patterns of organization and explain when each should be used
 Name and define five common sequences of supporting ideas
 Set up a business letter in the correct format
 Name the main parts of a memorandum
 Describe what the minutes of a meeting are used for
 Cite the main purposes of written proposals and reports
 State eight things to be explained in the body of a proposal
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EFFECTIVE WRITING
 Identify the three basic sentence patterns
 Explain what a topic sentence is and what it does
 Structure sentences to emphasize or deemphasize ideas
 Explain the elements of a dictionary entry
 Describe the difference between the denotation and the connotation of a word
 Define subject-verb agreement
 Explain the uses of warm and cold language
 Edit to make writing more concise
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WRITING FOR MAXIMUM IMPACT
 Name three techniques to make your writing powerful and precise
 Identify when to use active and passive verbs
 Define concrete nouns and abstract nouns
 Explain the uses of the three end marks of punctuation
 List and illustrate the most common uses of the comma, semicolon, colon, apostrophe, and dash
 Cite two basic rules for the use of quotations
 Identify strategies for rewriting and revision
 List potential sources of information for business writers
 Give examples of three kinds of questions and explain their usefulness
 Identify major kinds of reference material available at libraries
 Cite guidelines for creating visually appealing documents
 Cite recommendations for using a computer to help in your writing
 State the safest policy for dealing with the limitations of privacy for email
 Describe basic copyright policies for material that appears online
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Note: This program can be completed in 6 months. However, students will have online access to
this program for a 24-month period.
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MICROSOFT OFFICE Module
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Use an integrated software package, specifically the applications included in the MS Office suite
Demonstrate marketable skills for enhanced employment opportunities
Describe proper computer techniques for designing and producing various types of documents
Demonstrate the common commands & techniques used in Windows desktop
List the meaning of basic PC acronyms like MHz, MB, KB, HD and RAM
Use WordPad and MSWord to create various types of documents
Create headings and titles with Word Art
Create and format spreadsheets, including the use of mathematical formulas
Demonstrate a working knowledge of computer database functions, including putting, processing,
querying and outputting data
Define computer terminology in definition matching quizzes
Use the Windows Paint program to alter graphics
Use a presentation application to create a presentation with both text and graphics
Copy data from one MS Office application to another application in the suite
Use e-mail and the Internet to send Word and Excel file attachments
Demonstrate how to use the Windows Taskbar and Windows Tooltips
Explain how copyright laws pertain to data and graphics posted on the Internet
Take the college computer competency test after course completion
Follow oral and written directions and complete assignments when working under time limitations
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Note: Although the Microsoft Office Module is not required to successfully complete this program,
students interested in pursuing free Microsoft MOS certification may want to consider completing this
Microsoft Office Module at no additional cost.

System Requirements:

Windows Users:
 Windows 8, 7, XP or Vista
 56K modem or higher
 Soundcard & Speakers
 Firefox, Chrome or Microsoft Internet Explorer
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Mac OS User:
 Mac OS X or higher (in classic mode)
 56K modem or higher
 Soundcard & Speakers
 Apple Safari
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iPad Users:
 Due to Flash limitations, eLearning programs are NOT compatible with iPads
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Screen Resolution:
 We recommend setting your screen resolution to 1024 x 768 pixels.

Browser Requirements:
 System will support the two latest releases of each browser. When using older versions of a
browser, users risk running into problems with the course software.
 Windows Users: Mozilla Firefox, Google Chrome, Microsoft Internet Explorer
 Mac OS Users: Safari, Google Chrome, Mozilla Firefox
Suggested Plug-ins:
 Flash Player
 Real Player
 Adobe Reader
 Java
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