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EMPL4004 Communication Skills
MODULE AIM
· To develop students’ awareness of the range of communication skills integral to success within the workplace.
LEARNING OUTCOMES

By the end of this module students should be able to:  

1. prepare a written report on a workplace issue with due regard to content, structure, language and presentation;
2. prepare and deliver a short presentation demonstrating key points of the report;
3. organise their knowledge and learning through use of a range of information resources, and present their work at the appropriate level.
INDICATIVE CONTENT

Through task-based study, students will explore:

· inter-personal communication including: body language, active listening, personal presentation and context awareness;

· written communication: formats and structures;

· strategies for improving clarity of expression, grammar, syntax and punctuation; 
· presentation formats and structures;

· communication with an audience using visual and electronic resources.
ASSESSMENT

Methods of assessment: Coursework

Assignment 1: Submission Date – On or before Sunday 3rd March 2013
Report or Essay Style approach: 100% of module mark.

· As a helpful approximate guideline, an indicative word count of about 2,000 words would be appropriate.
Assignment: Prepare a written report and deliver a short presentation on a workplace related issue.
Please note that feedback will be provided as soon as possible.

Assignment 1 Assessment Criteria (100% of module marks)
	Assessment Criteria
	Learning Outcome(s)
	% of Marks

	Prepare a written report on a workplace issue with due regard to content, structure, language and presentation.
	1
	40%

	Prepare and deliver a short presentation demonstrating key points of the report.
	2
	40%

	Organise their knowledge and learning through use of a range of information resources, and present their work at the appropriate level.
	3
	20%


Assignment 1: Hand-in Date – On or before Sunday 3rd March 2013.
You should also submit your assignment electronically.  The manner in which this is done will be communicated to you during the first module.

Any questions should be addressed to your module tutor or tutors.
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