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Certi fi ed Business Professional (CBP) in Business Communicati on
5 days
Descripti on
The CBP™ Business Communicati on Certi fi cati on equips the business professional with the best communicati on 
practi ces and develops business communicati on as a discipline. The CBP™ Business Communicati on certi fi cati on 
module explores the study of the process of communicati on in the business environment, allowing us to 
understand how to make bett er choices in our day-to-day communicati on.

This course is recommended for business leaders, senior executi ves, managers, supervisors, front-line workers 
and other professionals who wish to specialize in the business communicati on business segment.

Students in this course are required to have a commitment to the pursuit of excellence, have completed, or be in 
the process of completi ng, a high school or secondary school diploma or similar educati onal standards.

Prerequisites
None• 

Course Outline
Module 1: Introducti on to Business Communicati on
• What is Business Communicati on?
• Encoder/Decoder Responsibiliti es
• Medium vs. Channel
• Barriers to Communicati on
• Strategies for Overcoming Barriers
• Verbal vs. Non-verbal Communicati on

Module 2: Structuring Business Communicati on
• Communicati on Basics
• Defi ning & Structuring your Message
• Analyze your Audience

Module 3: Developing a Business Writi ng Style
• Roles of Writt en Communicati on
• Good Writt en Communicati on
• Communicati on Checklist
• Develop an Eff ecti ve Writi ng Style

Module 4: Types of Business Writi ng
• Lett er & Memo Formats
• Good News & Persuasive Correspondence
• Positi ve & Persuasive Messages
• Managing Report Writi ng
• E-Mail Communicati on
• Using Sensory Language
• Confi denti ality & Copyright Clauses 
• Neti quett e
• Online Communicati on

Module 5: Writi ng for Special Circumstances
• What is Tactf ul Writi ng?
• Rules for Tactf ul Writi ng
• Writi ng a Bad News Lett er
• Why the Need for Persuasive Writi ng?
• Strategies for Persuasive Writi ng
• Writi ng a Persuasive Lett er

Module 6: Developing Oral Communicati on Skills
• Guidelines for Eff ecti ve Oral Communicati on
• Key components to Enhance Oral Communicati on
• Elements of Good Oral Communicati on
• Principles of Eff ecti ve Speeches
• Speech Styles or Delivery Formats
• Acti ve Listening & Observati on

Module 7: Doing Business on the Telephone
• Telephone Eti quett e
• Handling Rude or Impati ent Callers
• Screening Calls & Taking Messages
• Telephone Fundamentals
• End Conversati ons Gracefully
• Checking Messages and Returning Calls

Module 8: Non-Verbal Communicati on
• Importance of Non-Verbal Communicati on in Business
• Body Language
• Physical Contact & Physical Distance
• Presenti ng a Professional Image
• How the Business Environment Aff ects Communicati on
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