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AIM(S) 

 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:   

 prepare a written report on a workplace issue with due regard to content, structure, 
language and presentation; 

 prepare and deliver a short presentation demonstrating key points of the report; 

 organise their knowledge and learning through use of a range of information 
resources, and present their work at the appropriate level. 

 

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 

Coursework  Assignment    100% 

Example: Prepare a written report and deliver a short presentation on a workplace issue  
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