
1. General Information

Course Subject BUSI

Course Number 1802

Course Title Advanced Business Communication Skills

Academic Years 2023-2024

Grading Method Letter

2. Instructors

Dr Xie,Xiaoying
Office: Room 1309 /F K.K. Leung Building
Email: grxxi@hku.hk
Office: 39175825
Subclasses: 2A

4. Course Description

Course
Description

This course aims at enhancing students’ communication skills and preparing them to meet
the communication requirements of today’s business world. Students will undertake the
following: attending lectures, participating in class discussion, reading and analyzing
cases, developing a business writing piece with good style, and presenting their analysis
and research in selected business topics. Special topics will be extracted from the following
areas: interpersonal communication, organizational communication, intercultural
communication, conflict management and negotiation, persuasion, business writing and
presentation.

5. Course Objectives

1. Teaching and learning tools used to achieve better learning outcomes include class readings, case
discussion, videos, role-playing, simulations, presentations, as well as lectures and various assessment tools.
Students in this class are expected to ask questions, to participate in class activities, and to be prepared for
class discussions regarding readings and cases. A successful learning experience depends on contributions
from both the instructor and the students to the communication process. Full and active participation is
critical for achieving the optimal learning outcome for all the students.

6. Faculty Learning Goals

Goal 1: Acquisition and internalization of knowledge of the programme discipline

Goal 2: Application and integration of knowledge

Goal 3: Inculcating professionalism

Goal 4: Developing global outlook

Goal 5: Mastering communication skills

Goal 6: Cultivating leadership



7. Course Learning Outcomes

Course Teaching and Learning Activities
Aligned Faculty Learning Goals

1 2 3 4 5 6

CLO1. Master key knowledge in communication related to intercultural
communication, conflict management, persuasion, business writing,
and business presentations.

CLO2. Communicate ideas clearly and persuasively by strategic choice
of structures, vocabularies, logic, and arguments in business writing
and presentations.

CLO3. Negotiate and provide solutions to complex problems by utilizing
strategic interaction, research and evidence in both oral and written
forms.

CLO4. Interact with colleagues, customers, business partners, and
competitors from different cultural backgrounds with understanding,
comfort and competence, as reflected in both oral and written forms.

CLO5. Use proper coping strategies for conflict and negotiations, as
reflected in both oral and written forms.

8. Course Teaching and Learning Activities

Course Teaching and Learning Activities # Expected
Study Hours

Study Load
(% of study)

T&L1. Interactive lectures 39 32.5

T&L2. Group project, case analysis and homework 40 33.3

T&L3. Self-study 41 34.2

Total: 120 Total: 100

9. Assessment Methods

Assessment
Methods

Description Weight % Aligned Course
Learning Outcomes

A1. Individual
Memo

You need to write a memo/email, make a request or
propose a change to an organization that you are
involved in, for the purpose of enhancing
productivity, work environment, or management
effectiveness. Please address to the person in charge
of the organization. Your writing needs to reflect the
integrated communication skills learned in class. This
assignment is worth 40% of your course grade.

40% 1,2,3,4,5

A2.
Presentations

You and your group will conduct a presentation
regarding a communication topic that we have
covered in class, such as intercultural
communication, conflict management and
negotiation, crisis communication, etc. You will need
to choose one topic, research it, then present some
key takeaways and extra findings on the topic, and
elaborate with real cases. 
The presentation takes 20 minutes. All team members
need to be involved in the presentation. Use business
presentation techniques to deliver your presentation
in a logical and organized way. Your speech will be

40% 1,2,3,4,5



9. Assessment Methods

graded on a group basis, as well as on each member’s
individual contributions. You will also be responsible
for providing feedback to other groups’ presentations
and for conducting peer performance reviews of your
team members and your own work. The presentation
is worth 40% of your course grade.

A3. Class
Participation

All class members are expected to read the materials
(readings or cases) assigned for each class meeting.
Participants need to contribute to the class
discussion throughout the term: 1) share with the
class your ideas, viewpoints, and experiences; 2) ask
and answer questions; 3) present results of the mini
interview; and so on. The quality and quantity of your
discussion participation throughout the term is worth
20% of your course grade.

Mini Interview: During the semester, you will conduct
an interview with a person who is in a leader position
and interview them on their view and experience on
the importance of communication in their job and in
their profession. You will need to report on your
findings in the last week of class.

20% 1,2,5

10. Course Grade Descriptors

A+,A,A- Strong evidence of superb ability to fulfill the intended learning outcomes of the course at
all levels of learning: describe, apply, evaluate and synthesize in all communication topics
covered, in oral and written forms.

B+,B,B- Strong evidence of ability to fulfill the intended learning outcomes of the course at all
levels of learning: describe, apply, evaluate and synthesize in all communication topics
covered, in oral and written forms.

C+,C,C- Evidence of adequate ability to fulfill the intended learning outcomes of the course, as
reflected in oral and written forms, at low levels of learning, such as describing and
applying, but not at high levels of learning, such as evaluating and synthesizing.

D+,D Evidence of basic familiarity with the communication topics covered.

F Little evidence of basic familiarity with the subject.

11. Course Content and Tentative Teaching Schedule

Topic/
Session

Content Readings Assignments Other information

1 Course Introduction;In
troduction to Business 
Communication.Comp
onents of
Communication
(Channel and Media)

Syllabus
Textbook, Cp. 1 and 4

Activity: Group
discussion on
examples of good
communicator and
good communication
practice (OL).

2 Components of
Communication
(Message, Perceptual
Screen, and Noise)

Activity: Class
discussion and
analysis on effective
use of communication
channels (OL & WL)
Activity: Case
discussion on
communication
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message design (WL)

3 Intercultural
Communication

Textbook, Cp. 5
HBP Readings

Activity: Student
sharing on
intercultural
communication
experience (OL)

4 Intercultural
Communication

Group Formation. Activity: Case analysis
and discussion on
intercultural
communication (OL)
Activity: Debate on
validity of different
cultural values based
on established cultural
dimensions (OL)

5 Conflict Management
and Negotiation

Types of Negotiation Assign mini-interview.
Assign group
presentation.

Activity: Negotiation
simulation (OL)

6 Conflict Management
and Negotiation

Thomas-Kilmann
Questionnaire and
analysis;

Activity: Planning and
Negotiation simulation
with student
counterpart of foreign
university (WL & OL)
Activity: Debriefing
session for
intercultural
negotiation, with
negotiators for both
parties sharing
thoughts and
experiences (OL)

7 Assertive
Communication
(Lecture)
Persuasion (Lecture)

HBP article
Made to Stick (Ch. 1-2)
Textbook, Cp. 5, 6

8 Business Writing Textbook, Cp. 2 and 3
Textbook, Cp. 9, 10, 11

Assign individual
memo

Activity: Writing
workshop – students
exchange and provide
feedback to each
other’s persuasive
writing piece (WL)

9 Business Writing
Presentation Skills
(OL)

Textbook, Cp. 19；
Case Readings on
Presentation

Activity: Writing
workshop (cont.) –
instructor feedback
with student examples
(WL)
Presentation of
proposal idea and
feedback (OL)

10 Presentation Skills Activity: In-class
presentation practice
(OL)

11 Formal Group
Presentation (OL)

Group 3, 5, and 7
Group 2

12 Formal Group Group 6, 1 and 4



11. Course Content and Tentative Teaching Schedule

Presentation (OL)

13 Mini-Interview
Presentation (WL & OL)
Presentation Feedback
(OL)

Activity: Students
conduct interviews
with business leaders
on communication
topics and present
results in class (OL)

12. Required/Recommended Readings & Online Materials

Reading

Textbook

13. Means / Processes for Student feedback on Course

Conducting mid-term survey in additional to SETL around the end of the semester

Online response via Moodle site

Others



14. Course Policy

15. Additional Course Information


