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This module follows the first year module an Introduction to Business Communication BS1902  and will build upon the skills learned there and introduce the student to a foundation in both communication theory and also organisational theory.

Aims

By the end of this module, you should be able to:

· Understand the key psychological, cultural and technical aspects of communication within and between organizations
· Understand the underlying theoretical bases that apply to interpersonal communication and organisational development.
· Select and use appropriate media for clearly-defined purposes 

· Discuss the strategic deployment of communication technologies

· Make and evaluate presentations in at least two media

· Make a meeting run successfully

· Display a balanced use of communications technology and interpersonal skills
 BS2903 Module Programme SUBJECT  \* MERGEFORMAT 



	Week 1
	Course Content – matching course to prior knowledge and future needs.

What do we mean by communication?  And miscommunication?

Non-verbal communication. 

	Week 2
	Theory of Communications in Organisations.

Devising appropriate communication strategies.

	Week 3
	Organisational Theory: The several perspectives of Classical, Modern and Post-Modern theory

Tutorials for planning and discussing individual assignments 

	Week 4
	Overview of Internet technologies 

	Week 5 
	Communication in hierarchies, in groups, and in remote teams 

	Week 6 
	Communications strategies 

	Week 7
	Communication between organisations.  Images and house-styles 

	Week 8
	Computer-mediated communication & its influence upon Organisational Development 

	Week 9
	Preparing, organising and chairing meetings 

Group Presentations

	Week 10
	Cultural barriers to communications (including Language, gender and the political dimension).Group presentations

	Week 11
	The Global market-place. Review of Group Presentations

	Week 12
	Revision


Some helpful reading

Recommended Course Books

Blundel,R. (1998) Effective Business Communication, Prentice Hall, London

Hatch,MJ (1997) Organization Theory, Oxford Univ. Press, Oxford.

Woolcott L and Unwin W (1983) Mastering Business Communication, Palgrave, Basingstoke. UK

Taylor, S (2000), Communication for Business (3rd Ed.), Longman, UK

Additional references

· Argyris, C. (1993) Knowledge for Action, Jossey Bass, San Francisco

· Barker, A (2000) Improving Your Communication Skills, Kogan Page, UK

· Barker, A (2002) How to Manage Meetings, Kogan Page, UK

· Burns and Stalker (1950) The Management of Innovation   

· Belbin, R.M. (1993) Team Roles at Work Oxford, Butterworth Heinemann

· Belbin, R.M. (1981) Management Teams: why they Succeed or Fail, Oxford, Butterworth Heinemann

· Douglas, E.F. (1998) Straight Talk: turning communication upside down for strategic results at work. Davies Black, Palo Alto. USA 
· Guirdham M (1999) Communicating across Cultures. Palgrave, UK
· Jaques, D (1991) Learning in Groups, Kogan Page, London

· Kreps G L (1990) Organizational Communication.(2nd Ed.). Longman, White Plains. USA

· Lahiff, J A and Penrose, J M (1997) Business Communication: Strategies and Skills (5th edn),       Upper Saddle River, NJ, Prentice Hall

· Senge, P. (1990) The Fifth Discipline: the Art and Practice of the Learning Organization, Doubleday, NY.
· Sloane, A. (1996) Multimedia Communication, McGraw Hill Hamel, Gary & Prahalad, C.K. (1994), Competing for the Future HBS Press, Boston 

A very useful book to help you write good English is Weiner, Edmund (1983) Oxford Guide to English Usage (Oxford University Press).

Useful Web sites

· The King Alfred’s Business Management site is at http://cmg.wkac.ac.uk/index.html

 

· Kodak's Presentation Skills site provides a useful but fairly basic introduction and suggestions for improving the visual quality of presentations

http://www.kodak.com/US/en/digital/av/consortium/planning.shtml
· The Virtual Communication Assistants site at The University of Kansas offers tutorials on Presentations and Team Work

http://www.ukans.edu/cwis/units/coms2/virtualassistants.html
· King Alfred’s VLE will contain all module handout materials; copies of Assignments and a copy of this Module Outline.

Assessment

1. Group Assignment  (50% of Module marks) SUBJECT  \* MERGEFORMAT 



Due Date: 
Friday 19th November 2004

Alternative A:  

Working in groups of 3 students ( exceptionally no more than 4 nor less than 2), Produce a written business report of  approx. 1500 words ( If more than 2000 a deduction of 10% will be made from awarded marks) on the following topic:

For a public body of your choice, critically examine and appraise its communication to its principal stakeholders and consider what principal objectives the organisation, in your opinion, might have in any communication strategy it maintains.

Groups should be prepared to make a 15 minute audio-visual presentation to the class on their findings. The design and execution of this presentation should follow the principles of communication covered in the course and will be assessed as an integral part of the assignment. 

Marking Plan:

Report

· Structure and style
20%

· Data


20%

· Conclusions
20%

Presentation
· Style and delivery
20%
· Team play

10%
· Aids


10%
Alternative B:

In groups of 3 students ( exceptionally no more than 4 nor less than 2), Prepare and present a 30 minute inter-active ‘seminar’ on an aspect of Communication and/or Organisation to the whole class. Examples of any materials used (hand-outs, visual aids etc) should be handed in as evidence of preparation undertaken.

Dates for these seminars will be agreed with the module tutor but will not be prior to week 6 of the semester. 

Marking Plan:

· Evidence of effective preparation
25%

· Class participation and leaning
25%


· Team play and Delivery
20%


· Class activity
15%

· Aids


15%

2. Individual 2 hour open book Examination  (50% of Module marks)
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	2.
KAC Credits
	15
	Level:
	2
	Status 

	C
	Based on 
	BS2009

	
	

	3.
Subject
	Business Management
	Type:
	Taught

	
	
	
	
	
	
	
	

	4.
Pre-requisites
None


Co-requisites
None

	
	
	
	
	
	
	
	

	5.
Aims/Learning Outcomes

      Upon completion of this module students should:


(a) understand the key psychological, sociological and technical aspects of communication in and between organisations;


(b) understand how organisational development and structure is linked with both communication need and communication media;


(c) Be familiar with the barriers to effective communication in general and, in particular, within the business context;


(d) know how to select and use appropriate communication and information technologies;


(e) be familiar with making and evaluating the presentation of ideas and information in at least two media;


(f) display well-developed personal and interpersonal communication skills;

      (g) be able to recognise and appraise the communication strategies of a variety of  business enterprises;

      (h) to gain an insight into the natural linkages between this module and those dealing with Human Resource Management.

	

	6.
Catalogue Summary

This interdisciplinary module aims to develop an understanding of the key factors that underpin the development of effective communication within an organisational context. It allows students to consider and better understand the inter-relationships between organisational structure; communication and information technologies. Students will study the underlying theoretical principles of both Communication and Organisation and will apply these in simulations and workshop exercises.

Students will work to further develop their communication skills and to effectively use computer media to this end.

	
	
	
	
	
	
	
	

	7.
Assessment Pattern

Assignment (inc. presentation)

 Examination
	Weight %

50

50
	Pass Req

40% on Aggregate
	Comments

(Minimum 35% in each element)

	
	

	8.
Indicative Tutorial Team
	Michael Davies

	

	9.
Indicative Teaching Methods

Lectures will be delivered to provide the theoretical grounding to the module. These will be supplemented with workshops which will consist of group and individual exercises, simulations and role play activities. Practice of presentational techniques will occur as part of an Assignment.


	10. Indicative Learning Activities
Indicative Learning Activities

Lecture
Workshops
Presentations 

Student managed learning

Total:
	Hours

12
8
4
111
135
	Comments




	11. Sample Assignments

Working in groups of 3 students (exceptionally 4 or 2), Produce a written report of  approx. 1500 words (if more than 2000 a deduction of 10% will be made from awarded marks), on the following topic: 

For a company of your choice critically examine and appraise its communication to customers and to shareholders and consider what principal objectives the organisation might have in any communication strategy they maintain.

Groups should be prepared to make a 10 minute audio-visual presentation to the class on their findings. The design and execution of this presentation should follow the principles of communication covered in the course and will be assessed as an integral part of the assignment.

	
	
	
	
	
	
	
	

	12. Indicative Outline Content

Theoretical Bases: 

Elements of semiotics; power structures and politics; national and cultural aspects of communication. Organisational development and purpose; Inertia and power structures; how technology has modified organisational structures and behaviour.

Communication and Organisation  in practice:

Writing style and language; verbal and non-verbal skills; barriers to effective communication; Making effective presentations; meetings management; Organisational structures that work ( and don’t);

Technology and Communication:

Use of computer mediated communication in business; the impact of the Internet on organisations and on communication; use of presentational software to aid good communication; collaborative work with computer mediation 

	
	
	
	
	
	
	
	

	13. Indicative Reading

Recommended texts:

Blundel,R. (1998) Effective Business Communication, Prentice Hall, London

Hatch,MJ (1997) Organization Theory, Oxford Univ. Press, Oxford.

Woolcott L and Unwin W (1983) Mastering Business Communication, Palgrave, Basingstoke. UK

Taylor, S (2000), Communication for Business (3rd Ed.), Longman, UK

Additional references

Argyris, C. (1993) Knowledge for Action, Jossey Bass, San Francisco

Barker, A (2000) Improving Your Communication Skills, Kogan Page, UK

Barker, A (2002) How to Manage Meetings, Kogan Page, UK

Burns and Stalker (1950) The Management of Innovation   

Belbin, R.M. (1993) Team Roles at Work Oxford, Butterworth Heinemann

Belbin, R.M. (1981) Management Teams: why they Succeed or Fail, Oxford, Butterworth Heinemann

Douglas, E.F. (1998) Straight Talk: turning communication upside down for strategic results at work. Davies Black, Palo Alto. USA 
Jaques, D (1991) Learning in Groups, Kogan Page, London

Kreps G L (1990) Organizational Communication.(2nd Ed.). Longman, White Plains. USA
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