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PURPOSE: 
 

 What is Business Communications?  This course is designed for students to develop 

proficiency in writing, listening, speaking, and reading that will be needed for career success. 

 

TEXTBOOK:  
 

 BUSINESS AND ADMINISTRATIVE COMMUNICATION, Locker, McGraw-Hill, 7
th
 

Edition. 

 

GENERAL OBJECTIVES:  
 

 Write business letters that sell. 

 

 Write other business communication (resumes, letters of application, reports, memos). 

 

Speak convincingly, whether in a discussion, interview, or a conference, before an 

audience, with a telephone caller or a visitor, or with oneôs supervisor or fellow worker. 

 

 Listen attentively and comprehend. 
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