
THE FUNDAMENTALS OF
BUSINESS
COMMUNICATION



Introduction
Work moves through communication. Every instruction, update, request, and decision
depends on a message that someone sends and someone else understands. This The
Fundamentals of Business Communication Training Course gives participants a solid base in
how business messages work and where they fail. Furthermore, it covers clear writing,
active listening, structured speaking, professional email and meeting practice, and
feedback that improves performance. Participants also learn to adapt their message to
different audiences and channels. As a result, they leave with the core skills that make
everyday workplace exchanges faster, clearer, and more productive.

The Fundamentals of Business Communication Course
Objectives
- Explain the communication process, channels, and common barriers.

- Identify audience needs and adapt messages accordingly.

- Write clear business emails, memos, and short reports.

- Apply plain-language principles: active voice, short sentences, and structure.

- Listen actively using paraphrasing, questioning, and confirmation.

- Speak with structure using the PREP and pyramid principles.

- Run and contribute to meetings with clear agendas and minutes.

- Give constructive feedback with the SBI model.

- Ask precise questions to gather complete information.

- Communicate professionally in written and verbal channels.

Course Methodology
- Interactive workshops built around everyday workplace messages.



- Guided practice in writing, speaking, and listening exercises.

- Role-play for meetings, feedback, and clarification situations.

- Case studies showing communication failures and fixes.

- Peer review of participant-written emails and reports.

- Action planning that links each technique to the participant's own role.

Who Should Take This Course
- New employees building core workplace communication skills.

- Administrative and support staff handling daily correspondence.

- Customer service and frontline teams communicating with clients.

- Team members who write emails, reports, and internal updates.

- Supervisors and coordinators running meetings and briefings.

- Anyone who wants clearer, more confident business communication.

The Fundamentals of Business Communication Course
Outlines

Day 1: How Business Communication Works
- Mapping the communication process: sender, message, channel, receiver.

- Identifying barriers such as noise, jargon, and assumptions.

- Understanding intent versus impact in messages.

- Recognizing formal and informal communication channels.

- Choosing the right channel for each message.

- Exploring how organizational culture shapes communication.

- Completing a personal communication-habits review.



Day 2: Writing Clear Business Messages
- Structuring emails with clear subjects and purpose.

- Applying plain-language principles to business writing.

- Writing memos, notices, and short reports.

- Using headings, lists, and white space for readability.

- Editing for concision and removing filler words.

- Proofreading grammar, punctuation, and tone.

- Practicing email and memo rewrites.

Day 3: Listening and Questioning Skills
- Practicing active listening with paraphrasing and summarizing.

- Using open, closed, and clarifying questions.

- Confirming understanding with reflective statements.

- Reducing interruptions and taking useful notes.

- Reading tone and non-verbal signals in conversation.

- Handling misunderstandings constructively.

- Testing listening skills in paired exercises.

Day 4: Speaking and Meeting Communication
- Organizing spoken messages with the PREP structure.

- Applying the pyramid principle for clear briefing.

- Preparing for meetings with agendas and objectives.

- Contributing concisely without dominating discussion.

- Writing clear minutes and action notes.



- Presenting updates with confidence to small groups.

- Practicing structured speaking in role-play.

Day 5: Feedback, Assertiveness, and Difficult Messages
- Giving feedback using the SBI model.

- Receiving feedback openly and professionally.

- Communicating assertively with I-statements.

- Delivering difficult messages with tact.

- Handling complaints and requests professionally.

- Building clarity in written follow-ups.

- Preparing a 90-day communication improvement plan.

Conclusion
By successfully completing The Fundamentals of Business Communication, participants will
gain the knowledge to write clearly, listen precisely, and speak with structure in everyday
workplace situations. They will acquire skills in business writing, active listening, meeting
communication, and constructive feedback that strengthen teamwork and reduce
misunderstanding. Gentex Training Center builds this course around practical exercises, so
learners return ready to communicate with clarity and confidence in any professional
setting.

FAQs



Q1  What is "The Fundamentals of Business
Communication" course about?
It builds the core communication skills used in daily work. The course covers how messages
succeed or fail, clear business writing, active listening, precise questioning, structured
speaking, meeting practice, feedback, and assertive delivery of difficult messages.

Q2  What are the key benefits of "The Fundamentals of
Business Communication" course?
Participants reduce misunderstandings and rework, write emails and reports that get
answered faster, and contribute more effectively in meetings. They also handle feedback
and difficult messages with more confidence, which improves teamwork, customer
interactions, and overall productivity.

Q3  What skills will I gain from "The Fundamentals of
Business Communication" course?
You will gain clear business writing, active listening and precise questioning, structured
speaking and meeting communication, and constructive feedback with assertive delivery.
These four skills work together to make everyday workplace exchanges faster and clearer.



Q4  What tools, methods, or standards are covered in
"The Fundamentals of Business Communication"
course?
The course covers plain-language writing principles, active-voice editing, email and memo
structures, the PREP speaking structure, the pyramid principle for briefings, meeting
agendas and minutes formats, the SBI feedback model, I-statements, and structured
proofreading checklists.

Q5  How is "The Fundamentals of Business
Communication" course applied in real-world practice?
Participants rewrite real emails and memos, practice listening and questioning in pairs, and
run short meeting simulations with feedback. They then apply the techniques in daily
correspondence, briefings, and difficult conversations at work, and track progress through a
personal action plan.


