
Course Unit Descriptor 
 

Study Programme: Engineering Management 

Course Unit Title: Business Communication 

Course Unit Code: IM1023 

Name of Lecturer(s): Danijela Lalić 

Type and Level of Studies: bachelor 

Course Status (compulsory/elective): compulsory 

Semester (winter/ summer): summer 

Language of instruction: english 

Mode of course unit delivery (face-to-face/distance learning): face-to-face 

Number of  ECTS Allocated: 5 

Prerequisites: none 

Course Aims:. 

The objective of the course is to equip students with business communication skills through adopting informations 

about communication role, and its importance on business with the aim to establish adequate business climate through 

communicational activities in the internal and external surroundings. 

Learning Outcomes:  

Students will be able to engage in effective and ethical communication throughout the analysis and application of the basic 

principles of communication related to the purpose and context, cultural understanding, respect and accept others, the use of 

valid information, and sound arguments, as well as an adequate form of listening in order to achieve the goal 

communication and response in an effective way, in line with the purpose of non-verbal communication behaviors, select 

and organize the content of the message, which directly supports the purpose, achieve goals based on analysis of the 

characteristics, attitudes, interests and abilities of the audience. 

 

Syllabus. 

Communication - challenges in the business environment; Importance of verbal and nonverbal communication and the 

importance of communication and feedback; Effective writing positive, routine, negative and persuasive messages, the 

preparation of formal and informal reports, letters, and accompanying letters, e-mails etc. Writing a CV, a motivation letter 

and cover letter; Interview preparation and interview process simulation; Ethics in business communication, understanding 

and appreciation of business code; Business etiquette, business correspondence, business vocabulary; Communication 

within the team; Communication with different types of personalities; Negotiation; Participation in meetings; Presentations 

and preparing for oral presentations; Modern ways of communication in the business world, virtual communication 

(teleconference); Networking. Communication through new communication channels; Cultural diversity in the business 

world. 

Required Reading:  

Relevant literature in English, tbd 

Weekly Contact Hours:2 Lectures: 2 Practical work: 2 

Teaching Methods:  

Classes include lectures on the subject with examples. Work on exercises include: encouragement of teamwork, 

communication analyzes the problems and situations with different methods, computer simulation. Part of the exercise is 

carried out using laboratory equipment. 

Knowledge Assessment (maximum of 100 points):  

Pre-exam obligations points Final exam points 

Attendance    

Computer exercises    

Tests (4x)    



 


