HO CHI MINH CITY UNIVERSITY OF TECHNOLOGY
‘%ﬁ TRUONG DAI HQC BACH KHOA - PHQG-HCM

DCMH.IM3047.1.1

Pai Hoc Qubc Gia TPHCM
Trwong Pai Hoc Bach Khoa
Khoa Quan Ly Cong Nghiép

1. Thong tin vé hoc phin (Course information)

1.1. Théng tin tdng quan (General information)

- Tén hoc phin: Giao tiép trong kinh doanh

Course title: Business Communication
- M3 hoc phan (Course ID): IM3047
- Sé tin chi (Credits): 3 (ETCS: 6)

- Hoc ky 4p dung (Applied from semester): 20191

- T6 chtrc hoc phin (Course format):

Vietnam National University - HCMC
Ho Chi Minh City University of Technology
School of Industrial Management

PE CUONG HQC PHAN
Course Syllabus

Hinh thirc hoc tip S6 tiét/gio' | S6 tin chi | Ghi chd
(Teaching/study type) (Hours) (Credits) | (Notes)
Ly thuyét (LT) 30
(Lectures)
Thao luén (ThL)/Thuc hanh tai 16p (TH) 0
(Tutorial)
Thi nghiém (TNg)/Thuc tap xudng (TT) 0
(Labs/Practices)
Bai tap 16n (BTL)/D an (DA) 45
(Projects)
Tu hoc (Self-study) 105
Khac (Others) 0
Téng cong (Total) 136 3

- Ty 1€ danh gia va hinh thtrc kiém tra/thi (Evaluation form & ratio)

(Projects)

Hinh thirc danh gia Ty 1€ Hinh thire Thaoi gian
(Evaluation type) (Ratio) (Format) (Duration)
Thao luén (ThL)/Thuc hanh tai 16p (TH) | 30%
(Tutorial)
Thi nghiém
(Labs/Practices)
Bai tap 16n (BTL)/Dd an (DA) 40%

Kiém tra -- -- phut (minutes)
(Midterm Exam) (-)

Thi 30% | Tréc nghiém va tu luan 60 phut (minutes)
(Final Exam) (MCQ & Constructed response)

Téng cong
(Total)

100%
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1.2. Piéu Kién tién quyét (Prerequisites)
HT/KN: Recommended, TQ: Prereq, SH: Coreq

Mai hoc phin | Tén hoc phén Tién quyét (TQ)/song hanh (SH)
(Course ID) | (Course title) | (Prerequisite - Prereq/Co - requisite - Coreq)

1.3. Hoc phin thugc khéi kién thirc (Knowledge block)

e Kién thirc gido duc dai cwong (General education)
o Kién thirc gido duc chuyén nghiép (Professional education)
o Kién thirc co s¢ nganh (Foundation) B o Kién thirc nganh (Major)
o Kién thirc chuyén nganh (Specialty) o Kién thirc Tt nghiép (Graduation)

1.4. Don vi phu trach (Khoa/By mén) (Unit in-charge)

B6 mon / Khoa phu trach (Department) Quan Ly Cong Nghiép - Khoa Quan Ly Cong Nghiép
(School of Industrial Management)

Vian phong (Office) Khoa Quan 1y Cong nghiép, Phong 105 Toa nha B10, S6 268 Ly Thudng
Kiét, P.14 Q.10 Tp.HCM

Dbién thoai (Phone number) (84-028) 38 647 256 — ext. 5608

Giang vién phu trach (Lecturer in-charge) Nguyén Thily Trang

E-mail nttrang@hcmut.edu.vn

2. M ti hoc phan (Course description)
Mén hoc gi6i thiéu cac k§ ning va thuc hanh nhim giup sinh vién giao t1ep hi¢u qua cling nhw gitp ho xiy dung chién luoc giao tlep
trong kinh doanh. Né ciing gitip kham pha cach thirc hidu qua trong giao tiép néi va viét, ciing nhu céc tiéu chuan thuc hanh giao tiép
trong va gilta cac bd phan khac nhau.
Business Communication is designed to introduce students to skills and practices that will help them communicate and develop
communication strategy for themselves in business. The course will explore how to communicate in written and oral form, included with
standard practices for communicating within and across business sectors.

3. Giao trinh va tai liéu hoc tap (Course materials)
Tai liéu chinh:
[1] Kolin, Philip (2017). Successful writing at work (11th Ed.). Boston MA: Cengage Learning.

[2] Bovee, L. Cortland & Thill, V. John (2020). Business Communication Essentials: Fundamental Skills for the Mobile — Digital — Social
Workplace (Global Edition). Pearson Higher Education.

[3] Barker, Alan (2015). Hodn thién ky ndng giao tiép. Nha xuét ban Thanh Hoéa.
Tai liéu tham khao thém:
[4] Tai liéu bién soan cua giang vién mon hoc/ Lecture notes.

[5] Lind, Patti (2012). Communication at work. Inkwater Press, US.

Main textbook:
[1] Kolin, Philip (2017). Successful writing at work (11th Ed.). Boston MA: Cengage Learning.

[2] Bovee, L. Cortland & Thill, V. John (2020). Business Communication Essentials: Fundamental Skills for the Mobile — Digital — Social
Workplace (Global Edition). Pearson Higher Education.

[3] Barker, Alan (2015). Hodn thién ky ndng giao tiép. Nha xudt ban Thanh Héa.
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References:
[4] Lecture notes.

[5] Lind, Patti (2012). Communication at work. Inkwater Press, US.

4. Muc tiéu va két qua hoc tap mong do¢i (Goals and Learning outcomes)

4.1. Muc tiéu ciia hoc phan (Course goals)

Muc tiéu mén hoc nhim trang bi cho nguoi hoc cac ky ning va kién thirc nén tang vé cac ky thuat giao tiép, nhim giup ho dat dugc hiéu
qua giao tiép trong moi trudong lam viée vai nguoi khac.

The aim of this course is to provide students with the fundamental skills and knowledge of business communication techniques to achieve
a standard of professional communication excellence in their interactions with others.

4.2. Chuin dau ra hoc phan (Course learning outcomes)

L.0.1 - Phan tich va g dung céc cach tiép can giao tiép khac nhau, tiy thudc vao tinh hubng va ngudi tham gia giao tiép
(Analyze, apply various communication approaches to the specific needs of the situation and the participants)
L.0.2 - Ung dung k¥ thuat giao tiép noi va viét phu hop véi tinh hubng giao tiép
(Apply oral and writing techniques in various communicating situations)
L.0.3 - Lap ké hoach va trién khai viéc phong van hiéu qua
(Plan and deploy an effective interview)
L.0.4 - Hanh xir phtt hop véi cac thai do, gia tri va niém tin khac biét trong giao tiép

(Behave suitably according to diversified attitudes, values and beliefs in communication)

5. Phwong thirc giang day va hoc tap (Teaching and assessment methods)

5.1. Phwong thirc gidng day (Teaching methods)

STT Phwong thirc gidang day
(No.) (Teaching methods)

1 Phuong phap hoc tap qua thuc hanh
(Practise-based learning )

2 Phuong phép hoc tap tich hop
(Blended learning)

5.2. Phwong phap gidng day (Teaching activities)

Loai hoat djng Tén loai hoat djng N§i dung
(Assessment methods) (Compoments activities) (Content)
AIC-Hoat dong trong 16p | A.O.1 - Bai kiém tra ngén (Quiz) Bai kiém tra ngin (Quiz)

(Acitvity in class )

AIC-Hoat dong trong 16p | A.O.1.1 - Bai kiém tra ngén 1 (Quiz I) Bai kiém tra ngén 1 (Quiz 1)
(Acitvity in class )

AIC-Hoat dong trong 16p | A.O.1.2 - Bai kiém tra ngén 2 (Quiz 2) Bai kiém tra ngén 2 (Quiz 2)
(Acitvity in class )

AIC-Hoat dong trong 16p | A.O.1.3 - Bai kiém tra ngén 3 (Quiz 3) Bai kiém tra ngén 3 (Quiz 3)
(Acitvity in class )

AIC-Hoat dong trong 16p | A.O.1.4 - Bai kiém tra ngén 4 (Quiz 4) Bai kiém tra ngin 4 (Quiz 4)
(Acitvity in class )

AIC-Hoat déng trong 16p | A.O.1.5 - Bai kiém tra ngén 5 (Quiz 5) Bai kiém tra ngén 5 (Quiz 5)
(Acitvity in class )
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5.3.

5.4.

Loai hoat dong Tén loai hoat dong Noi dung

(Assessment methods) (Compoments activities) (Content)
AIC-Hoat déng trong 16p | A.0.1.6 - Bai kiém tra ngén 6 (Quiz 6) Bai kiém tra ngin 6 (Quiz 6)
(Acitvity in class )
AIC-Hoat déng trong 16p | A.O.1.7 - Bai kiém tra ngin 7 (Quiz 7) Bai kiém tra ngin 7 (Quiz 7)
(Acitvity in class )
AIC-Hoat dong trong 16p | A.O.1.8 - Bai kiém tra ngén 8 (Quiz 8) Bai kiém tra ngin 8 (Quiz 8)
(Acitvity in class )
GPJ-Project nhom (Group | A.O.2 - Dy an nhom (Group project) Du 4n nhom (Group project)
project)
GPJ-Project nhom  (Group | A.O.2.1 - Dy é4n nhom - Trinh bay nhém (Group | Dy an nhom - Trinh bay nhom (Group project
project ) project - Presentation) - Presentation)
GPJ-Project nhom  (Group | A.O.2.2 - Dy é4n nhom - Noi dung bao cao (Group | Dy an nhém - NOi dung bao cao (Group
project ) project - Report) project - Report)
GPJ-Project nhom  (Group | A.0.2.3 - Dy 4n nhém - Xu 1y thdo ludn (Group | Du 4n nhém - X ly thdo ludn (Group project
project) project - Q&A handling) - Q&A handling)
EXM-Thi cubi ky (Final exam ) | A.O.3 - Thi cudi ky (Final examination) Thi cudi ky (Final examination)

Hinh thirc danh gia (Assessment methods)

Chuén dau ra chi tiét
(Learning outcome)

Hoat dong danh gia
(Evaluation activities)

L.0.1-Phén tich va ung dung cac cach tiép can giao tiép khac
nhau, tiy thudc vao tinh hudng va ngudi tham gia giao tiép
(Analyze, apply various communication approaches to the specific
needs of the situation and the participants)

A.0.1.1-Bai kiém tra ngén 1 (Quiz 1)
A.0.3-Thi cudi ky (Final examination)

L.0.2-Ung dung ky thuat giao tiép noi va viét phu hop véi tinh
hudng giao tiép (Apply oral and writing techniques in various
communicating situations)

A.0.1.2-Bai kiém tra ngin 2 (Quiz 2)

A.0.1.3-Bai kiém tra ngén 3 (Quiz 3)

A.0O.1.4-Bai kiém tra ngan 4 (Quiz 4)

A.0.1.5-Bai kiém tra ngan 5 (Quiz 5)

A.0O.1.6-Bai qum tra ngan 6 (Quiz 6)

A.0.1.7-Bai kiém tra ngin 7 (Quiz 7)

A.0.2.1-Dy an nhém - Trinh bay nhom (Group project -
Presentation)

A.0.2.2-Dy an nhom - Ndi dung béo cao (Group project - Report)
A.0.3-Thi cudi ky (Final examination)

L.0.3-Lép ké hoach va trién khai viéc phong van hidu qua (Plan
and deploy an effective interview)

A.0.1.8-Bai kiém tra ngén 8 (Quiz 8)
A.0.3-Thi cudi ky (Final examination)

L.O.4-Hanh xtr phu hop véi cac thai d9, gid tri va niém tin khac
biét trong giao tiep (Behave suitably according to diversified
attitudes, values and beliefs in communication)

A.0.2.1-Duy an nhém - Trinh bay nhom (Group project -
Presentation)

A.0.2.3-Dy an nhém - Xt 1y thao luan (Group project - Q&A
handling)

Huéng din cach hoc (Study guidelines)

Tai liéu dwoc dua 1én BKEL hang tudn. Sinh vién tai v&, in ra va mang theo khi 1én 16p hoc. Trong gid hoc, sinh vién dugc yéu cau nghe

giang, dat cau hoi, va tham gia tich cuc vao qua trinh thao luan.

Bén canh cac tai liéu dugc cung cép, sinh vién cin tham khao thém cac tai liéu trong va ngoai nudc, va cac tinh huéng thuc té tai doanh

nghiép lién quan dén chu dé dang hoc.

Sinh vién cin luu y thoi han ndp bai bao cao. Bét ky viéc ndp tré nao deu khong duge chip nhan néu khong c6 1y do chinh déng va duoc
sur dong ¥ ctia giang vién. Bai ndp tré cho phép sé bj trir 2 diém cho mbi ngay nop tré.

+ Bai tap:

* Bai tap trén 16p :30%
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+ Qua trinh:

* Hoat dong nhém

: 40%

+ Kiém tra va thi:

« Thi cudi ky

:30%

The course’s material will be uploaded to the BK E-learning website weekly. Students are required to print the document prior to the class
and bring it when they join the course. During class, learners mainly hear lectures, ask questions and actively participate in discussions.

Beside the lecture notes and further reading books, learners should themselves study domestic and foreign materials, and the practices of
business enterprises relating to the topics of this course. In-charge lecturer will spend 3 hours per week after class for students' queries.
The specific time and venue will be announced at the beginning of each new course.

Students must be aware of the due date of their assignment submission. Any late submission is permitted without approval from the in-
charge lecture. Final score of late submission will be degraded 2 marks for each day that student submits late.

Total subject scores are assessed throughout the course of studying.

+ Quiz/Homework:

* Quiz :30%
+ Assignment:

* Group project :40%
+ Exam:

* Final exam :30%

6. Noi dung chi tiét ciia hoc phan (Course content)

L.O. Chuén d4u ra chi tiét (Detailed learning outcomes)

A. Hoat dong danh gia (Assessment activity)

Lec. Hoat dong day Giang vién (Lecturer)

Stu. Hoat dong hoc Sinh vién (Student)

(S]::s(;n ) N§i dung (Content) Hoat dong day va hoc (Lecturing)

Chua d& 1 | Giéi thidu vé mén hoc: Théng tin GV phu trach, Cac van dé| o L.O.1[A.0.1.1,A.0.3]
lién quan dén mén hoc, Cach thire day va hoc. o Lec: - Ty gidi thiu - Gi6i thidu yéu ciu bai tdp nhom -
Chu dé 1: Gidi thiéu vé giao tiép Hudéng dan cac hoat dong thao luan trong 16p - Giang day
- Tai sao can dung céc phong cach giao tiép khac nhau chu dé lién quan
- Khi nao can ding cc dang giao tiép khac nhau (- Introduce oneself - Introduce to the syllabus -

Discussion guide activities - Teaching topic 1)

(Introduction on course syllabus: Instructor’s contact o Stu: Chia nhém theo yéu cu - Poc chuong 1&2 (Kolin)
information, Syllabus of the course; Teaching and learning Thao luan nhém
method (Build teams for group assignments - Reading chapter
Topic 1: Introduction about communication 1&2 (Kolin) - Group discussion)
- Why are style and protocol important
- When do you use different types of communication)

Chu dé 2 | Cha @& 2: Email and cover letter e LO2[A.0.12]
- Quy trinh viét o Lec: - Huéng din cic hoat dong thao luan trong 1dp -
- Emails va cover letters Giang day chu dé lién quan
(Topic 2: Email and cover letter (- Discussion guide activities - Teaching topic 2)
- The writing process o Stu: - Poc chuong 5&6 (Kolin) - Thao luan nhém
- Emails and cover letters) (- Reading chapter 5&6 (Kolin) - Group discussion)
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(S]z;ls(;;n ) Noi dung (Content) Hoat dong day va hoc (Lecturing)
Chu dé 3 | Chu @€ 3: Ghi chu « LO2[A.0.13]
(Topic 3: Memos o Lec: - Huéng dan cic hoat dong thao luan trong 1dp -
- Memos) Giang day chu dé lién quan
(- Discussion guide activities - Teaching topic 3)
o Stu: - Boc chuong 6 (Kolin) - Thao ludn nhém
(- Reading chapter 6 (Kolin) - Group discussion)
Chu d& 4 | Cha d& 4: Tong hop thong tin va viét bao cao e LO2[A0.14,A.03]
- Pt cau hoi ngan gon o Lec: - Hudng dan cac hoat dong thao luan trong 16p -
- Phan 4nh noi dung, muc dich, va y kién cua ngudi khac Giang day chu dé lién quan
- Tép trung vao nguoi nghe (- Discussion guide activities - Teaching topic 4)
- Viét tong hop o Stu: - Poc chuong 9&10&14 (Kolin) - Thao luan nhém
(Topic 4: Summarizing information and writing reports (- Reading chapter 9&10&14 (Kolin) - Group discussion)
- Asking concise questions
- Reflecting the content, purpose, and comments of others
- Focus on Audience
- Writing summaries)
Chua dé 5 | Cha dé 5: Thuyét trinh e LO2[A.0.15,A.03]
Thuyét trinh thong qua cac phuong tién khac nhau: qua o Lec: - Huéng dan cic hoat dong thao luan trong 1dp -
camera, radio, truc tuyén Giang day chu dé lién quan
(Topic 5: Speaking in public (presentation) (- Discussion guide activities - Teaching topic 5)
- Speaking publicly and/ or speaking for your brand or o Stu: - Poc chuong 16 (Kolin) Thao ludn nhom
company: on camera, on air (radio), online) (- Reading chapter 16 (Kolin) - Group discussion)
Chu dé 6 | Chu dé 6: Phép lich sy trong hoi hop ¢« LO2[A0O.1.6,A03]
- Gidi thiéu nguoi trinh bay o Lec: - Hudng dan cac hoat dong thao luan trong 16p -
- Toém luge bai ndi chuyén/ ndi dung cudc hop Giang day chu dé lién quan
- Xay dung ké hoach hanh dong trong tuong lai (- Discussion guide activities - Teaching topic 6)
(Topic 6: Etiquette at your meetings o Stu: - Poc chuong 16 (Kolin) Thao ludn nhém
- Introducing speakers (- Reading chapter 16 (Kolin) - Group discussion)
- Summarizing speeches and meeting/ conference content
- Creating an action plan for the future)
Chu dé& 7 | Chu @& 7: Phuong tién truyén thong sd e LO2[A.03,A.0.1.7]
- Chién lugc vé ndi dung o Lec: - Hudng dan cac hoat dong thao luan trong 16p -
- Chién lugc vé lich trinh Giang day chu dé lién quan
- Nén tang truyén théng (Facebook, Twitter, Instagram...) (- Discussion guide activities - Teaching topic 7)
- Blogs o Stu: - Boc chuong 4 (Kolin) Thao luan nhém
(Topic 7: Digital Social Media (- Reading chapter 4 (Kolin) - Group discussion)
- Content strategies
- Content schedules
- Platform strategies (Facebook indivs. e.g. celebs/brands...
Pinterest, Snap, Instagram...)
- Blogs)
Chu d& 8 | Chu dé 8: Phong vén e LO3[A.0.18,A.03]
- Quy trinh thyc hién phong van o Lec: - Huéng din cac hoat dong thao luan trong 16p -
- Lam thé nao khi dwoc phong vén Giang day chu dé lién quan
(Topic 8. Interviews (- Discussion guide activities - Teaching topic 8)
- How to conduct an interview o Stu: - Boc chuong 7 (Kolin) Thao luan nhém
- How to be interviewed) (- Reading chapter 7 (Kolin) - Group discussion)
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Buoi

(Session) Noi dung (Content)

Hoat dong day va hoc (Lecturing)

Dy an | Thuyét trinh nhom
nhom | (Group assignment presentation)

¢« LO2[A021,A022]
o Lec: - Ling nghe va dit cdu hoi - Danh gia hoat dong
nhoém
(- Listening and asking questions - Assessing group
performance)
o Stu: - Thuyét trinh nhém va tra 10 cau hoi - Dat cau hoi
phan bién cho nhom khac
(- Presenting project and answering questions - Debating
and peer-assessing other groups)
e LO4[A02.1,A023]
o Lec: - Ling nghe va dit cau hoi - Panh gia hoat dong
nhom
(- Ling nghe va ddt cau héi - Panh gid hoat déng
nhom)
o Stu: - Thuyét trinh nhom va tra 16i cau hoi - Pat cau
hoéi phan bién cho nhom khac
(- Presenting project and answering questions -
Debating and peer-assessing other groups)

7. Yéu ciu khac vé hoc phén (Other course requirements and expectations)

8. Bién soan va cip nhat dé cwong (Editing information)

- Pé cuong dugc bién soan vao niam hoc hoc ky (Syllabus edited in year-semester): 20191

- Bé cuong dugc chinh sta 1an thi (Editing version): DCMH.IM3047.1.1

- N¢i dung dugc chinh stra, cép nhat, thay d6i ¢ lan gén nhét (The latest editing content): -- --

TRUONG KHOA

CHU NHIEM BQ MON
(Dean) (Head of Department)

Tp.H6 Chi Minh, ngay 13 thang 8 nim 2022
HCM City, August 13 2022
CB PHU TRACH LAP PE CUONG
(Lecturer in-charge)
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