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K H A Z A R  U N I V E R S I T Y  
 

S c h o o l  o f  E c o n o m i c s  a n d  M a n a g e m e n t  
 

Strategic Business Communication 

MGT 810 
 

Instructor:  Shafa Alasgarova  
E-mail: shafa.alasgarova86@gmail.com   
Term: Autumn, 2017 
Lecture hours: Saturday 10:10 – 13:20  

COURSE DESCRIPTION  

 This course is designed to give students a detailed introduction to business 
communication, including its practical strategic concepts and theories in the present 
world of diversities. It will also focus on business writing skills such as  interviewing, 
writing and delivering business messages, report and proposal writing along with oral 
presentation skills. 

Course Objectives 

This course aims to provide students with general principles of business 
communication. The course prepares students for the challenges of a society that is 
shaped by communication. As participants in the program, students develop and 
integrate knowledge, creativity, ethical practice, and skills. Students also examine and 
produce work in oral, written, and visual communication and practice skills in group 
and intercultural communication.  

LEARNING OBJECTIVES  
 
Upon successful completion of this course, the student should be able to:  
 
1. Apply business communication strategies and principles to prepare effective 
communication for domestic and international business situations.  
2. Identify ethical, legal, cultural, and global issues affecting business communication.  
3. Utilize analytical and problem solving skills appropriate to business communication.  
4. Participate in team activities that lead to the development of collaborative work skills. 
 5. Select appropriate organizational formats and channels used in developing and 
presenting business messages.  
6. Compose and revise accurate business documents using computer technology.  
7. Communicate via electronic mail, Internet, and other technologies.  
8. Deliver an effective oral business presentation. 
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COURSE MATERIAL 
 

1. Business and Administrative Communication Kitty O. Locker, Donna S. 

Kienzler 11th edition 2014 McGraw-Hill Education (earlier edition Tenth 

Edition, 2013) 

2. Guide to Managerial Communication Mary M. Munter, Lynn Hamilton Tenth 

Edition 2013 Pearson  

3. Management Communication James S. O'Roulke Fifth Edition 2013 Pearson 

4. Organizational Communication Eric M. Eisenberg, Goodall, Trethewey LeGreco 

8th edition 2016 Bedford/St. Martin's ( earlier edition Sixth Edition 2009) 

5. Managerial Communication Geraldine E.Hynes 6th edition 2015 Sage 

Publications (earlier edition 4th 2010 McGraw-Hill Education 

6. Excellence in Business Communication John V. Till and Courtland L. Bovee 

12th edition 2016 Pearson ( earlier edition Eleventh Edition 2014 Pearson ) 

Supplimentary materials: to be provided throughout the course 
 
COURSE REQUIREMENTS 
 
To achieve the results, students will be involved in a variety of learning experiences.  
The course format emphasizes short lectures, discussion of reading assignments, in- and 
out-of-class exercises, video clips, and case analyses. Students who actively participate, 
contribute their experiences related to the topics discussed will achieve the best results.  
The lecturer aims to create a learning environment that facilitates understanding of 
explained topic with discussions. Lecturer also prefers to focus on development of 
knowledge and skills which help the MBA students to contribute in real work 
environment in Azerbaijani context.   
 
You are required to be prepared around relevant topic for class discussions, case 
studies and etc.  Activity in lectures will develop your understanding around the topic. 
Class participation positively affects your grades.  
 
COURSE GRADING 
Your final grade in this course will be based on the following requirements and weights: 
 
Midterm Exam –    30 
Final Exam -     35 
Letters memorandums                                                                                                                               

written messages, reports                15 
Attendance -                5 
Activity                                                  5 
Presentation                                         10 
Midterm and Final Exam 
One midterm and one final exam are scheduled in this course. All exams will be given 
according to the attached course schedule.  
 
 

Assignment (Letters, memorandums, written messages, reports  ) (20 points)                                                                                                                                      
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Students are required to write business letters or reports applying all effective writing 
methods in order to develop business writing skills  
 
Activity 
The majority of mangers’ time is spent in conversations and discussions. In order to 
develop this particular skill, substantive contribution to class discussions will be given a 
high priority. Your class participation grade will be based on your class behaviors that 
include the following:  

• Supportive listening skills with demonstration of following the discussion, 
understanding the questions that fellow students or lecturer asks and responses 
are not person oriented or invalidating.  

• Polite and tolerant interaction with other class members in discussions.  
• Relevant, specific and conjunctive (follow from others’ comments) comments.  
• Comments help to understand the problem or topic.  
• Comments are based on facts, opinions, your experience and theory.  
• Critical analysis of new ideas.  

 

POLICY  

 

Attendance  
As this course focuses on communication, its success rests mainly in student 
participation and discussion.  Therefore, attendance is critical. Excessive unexcused 
absences (more than three) will result in student’s withdrawal from the class. To this 
end, regular attendance records will be kept.  Those having legitimate reasons for 
absence (illness, family bereavement etc) are required to inform the instructor. 
 
Tardiness/other disruptions 
 

As punctuality is critical in a professional environment, the students are expected to be 
in time for classes.  Tardiness is disruptive to the class and sends a message of lack of 
concern for the other’s time.  If a student is late to the class within 10 minutes, you can 
enter the class, but, please make it silently not to disturb the class.  
 
Preparation for class 
 

The structure of this course makes your individual study and preparation outside the 
class extremely important.  The lecture material will focus on the major points, so the 
students are encouraged to make notes during the lectures, which will guide them while 
preparing for the classes.  The lectures are organized as a combination of the best from 
various textbooks, journals and newspaper articles, Internet materials, and own 
experience.  After the lecture, you should study your notes and handouts to be prepared 
for class discussions, case studies, and simulations.  

 
Make-up Exams 
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As the Quiz measures the students' current preparation for the class, Make-Ups are not 
permitted.  

 
If you miss the final with a valid excuse, you must make it up at a later date arranged 
and agreed with the dean’s office.  If you do not have a valid excuse for missing an 
exam, it will count as a zero. 
The exams will all be cumulative.  You will have open-ended questions, multiple choice 
questions, essay questions.  Most of the questions on each exam will be taken from the 
material covered since the last exam.  In general, the coverage will reflect the amount of 
time spent in class on the different topics. 
 
You are not allowed to use textbooks, handouts and any other material during the 
exams.  Paper will be provided by dean’s office during the exam.   

 
 
Withdrawal (pass/fail) 
This course strictly follows grading policy of the School of Economics and Management.  
Thus, a student is normally expected to achieve a mark of at least 65% to pass.  In case of 
failure, he/she will be referred or required to repeat the course the following term or 
year.   For referral, the student will be required to take examination scheduled by the 
dean’s office. 

 
Cheating/plagiarism 
Cheating or other plagiarism during the Quizzes, Mid-term, Final Examinations and 
assignments will lead to paper cancellation.  In this case, the student will automatically 
get zero (0), without any considerations. 

 
Professional behavior guidelines 
 
The students shall behave in the way to create favorable academic and professional 
environment during the class hours.  Unauthorized discussions and unethical behavior 

are strictly prohibited. Classroom behavior should not interfere with the instructor’s 

ability to conduct the class or the ability of other students to learn from the instructional 

program .Unacceptable or disruptive behavior will not be tolerated. Students who disrupt 

the learning environment may be asked to leave class and may be subject to academic 

penalties. This prohibition applies to all instructional forums, including electronic, 

classroom, discussion groups etc. The instructor shall have full discretion over what 

behavior is appropriate/inappropriate in the classroom. Students who do not attend class 

regularly or who perform poorly on class projects/exams may be referred to the Dean of 

School.  

 

 

UNPROFESSIONAL CONDUCT  

 

Unprofessional conduct is unacceptable and includes: 
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• Use of Cell Phones, Pagers, etc. in class (advise instructor if you have an 

extenuating circumstance that would require monitoring your cell)  

• Tardiness – is disruptive and shows a lack of respect for rights of others  

• Inattentiveness – (sleeping, talking among class members, working on activities 

unrelated to class)  

• Use of Profanity or insensitive language 
 
What instructor considers important for successful completion of the course 
For successful completion of the course, the students shall take an active part during the 
class time, analyzing case studies and participating in further discussions, prepare 
assignments and presentations.  
 
 
  

Tentative Schedule  

 W   

  e   

  e 

  k 

Date/Day 

(tentative) 

Topics Textbook/Assignments   

1 

16.09.2017 

Class Introduction and Discussion of Course. 

Succeeding in Business Communication. 

Communication Strategy 

Management Communication in Transition 

Defining Organization Communication 

Bus&Admin Comm 
Chapter 1 

Guide to Managerial Comm Chapter 1 

Management Communication Chapter 1 

Organizational Communication Chapter 2 

2 

23.09.2017 

M 

Designing and Delivering Oral Presentations. 

Structure, Nonverbal skills, Visual Aids. 

Nonverbal communication. Making Formal 

Presentations.  Speaking.  
-     

Excellence in Business Communication 
Chapters 14 

Guide to Managerial Communication 

Chapters 5, 6, 7 

 

 

3 

30.09.2017 

5      

-     Working and Writing in Teams. Listening and 

Feedback. Managerial Listening.  Managerial 

Meetings and Teams 

-   

  

 

Bus&Admin Comm  
Chapter 8 

Management Communication Chapter 8 

Managerial Communication Chapters 

7,8,13 

4 
07.10.2017 

     Delivering Effective presentations. (Group 

work presentations) 

Management Communication 

Chapters 9&4 

5 

14.10.2017 
Communication Ethics. Managing Conflict. 

Conflict Management 

Bus&Admin Comm 
Chapters 2, 3 

Management Communication Chapters 

3&11 

Managerial Communication Chapter 10 

6 

21.10.2017 
Managerial Writing. Routine Messages 

     - Planning, Composing, Revising. Formatting 

letters, memos, e-mail messages 

Managerial Comm Chapters 4&5 
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8 

28.10.2017 
O 

      Mid-term Examination 

Informative Messages and Letters of Claim 

Bus&Admin Comm Chapter 5 + 

Append. A 

9 
04.11.2017 

Positive Messages 

 
Bus&Admin Comm Chapter 5 + 

Append. A 

10 

11.11.2017 
Delivering Negative Messages. Writing 

Correctly. Writing  

  

Bus&Admin Comm 
Chapters 9,10, App. B 

Manag Comm. Chpt. 5 

11 

18.11.2017 
Persuasion. Crafting Persuasive Messages 

 

Management Communication 

Chapter 6 

Bus&Admin Comm 
Chapter 11 

12 

25.11.2017 

Technology. Technologically Mediated 

Communication. Crafting Messages for 

Electronic and Social Media. Dealing with 

News Media 

Management Communication Chapter 7  

Managerial Communication Chapter 3 

Excellence in Bus.Comm. Chapter 7 

Manag. Com. Chapter.13 

13 

02.12.2017 
Building Careers and Writing Resumes. 

Writing Job Applications. Conducting 

Interviews. 

Bus&Admin Comm 
Chapters 12, 13&14 

Managerial Communication Chapter 12 

14 
09.12.2017 Managerial Negotiation and Meetings  Management Comm. Chapter 11 

15 

16.12.2017 

Communicating Across Cultures. Intercultural 

Managerial Communication 

 

 

Bus&Admin Comm 
Chapter 7 

Management Communication Chapters 12, 

13 

Managerial Communication Chapter 9 

16 
23.12.2017 Preparation for the final exam  

17  

TBD Final Examination   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


