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COURSE INTRODUCTION / OVERVIEW:

In today's interconnected global business environment, the ability to communicate with clarity, precision, and influence is
no longer a soft skill but a critical driver of professional success. This course is meticulously designed to elevate the
business English proficiency of corporate professionals and leaders, transforming their communication from functional to
exceptional. Moving beyond basic grammar and vocabulary, this program delves into the nuanced art of corporate
discourse, focusing on persuasive writing, impactful presentations, and sophisticated interpersonal skills. As highlighted
by communication expert Mary Munter in her seminal work, "Guide to Managerial Communication," effective
communication is the cornerstone of managerial effectiveness. This training, offered by BIG BEN Training Center, equips
participants with the practical tools and strategies needed to navigate complex business scenarios, from high-stakes
negotiations to cross-cultural collaborations. Participants will learn to craft compelling messages, build rapport with
international stakeholders, and project an aura of confidence and credibility, ensuring their voice is not just heard, but

also respected and acted upon in any professional setting.

TARGET AUDIENCE / THIS TRAINING COURSE IS SUITABLE FOR:

e Managers and Team Leaders.

e Senior Executives and C-Suite Leaders.

Sales and Business Development Professionals.

Human Resources and Talent Management Specialists.

Project Managers and Operations Staff.

Marketing and Public Relations Professionals.

Consultants and Client-Facing Associates.

Any professional seeking to enhance their corporate communication skills.

TARGET SECTORS AND INDUSTRIES:

e Banking and Financial Services.

¢ Information Technology and Telecommunications.
e Consulting and Professional Services.

e Pharmaceuticals and Healthcare.

e Engineering and Manufacturing.

e Oil and Gas Sector.

e Retail and Consumer Goods.
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Sales and Marketing Departments.

Operations and Logistics.

Customer Service and Client Relations.

Legal and Compliance Departments.

Finance and Accounting.

Public Relations and Corporate Communications.

COURSE OFFERINGS:

By the end of this course, the participants will have able to:

e Compose clear, concise, and professional business emails, reports, and proposals.
e Deliver engaging and persuasive presentations to diverse audiences.

e Lead and participate effectively in meetings, both in-person and virtual.

o Utilize advanced business vocabulary and corporate jargon appropriately.

¢ Navigate cross-cultural communication challenges with sensitivity and confidence.
e Employ effective negotiation and persuasion techniques in English.

e Provide and receive constructive feedback in a professional manner.

e Enhance their professional networking and small talk skills.

COURSE METHODOLOGY:

The training methodology at BIG BEN Training Center is designed to be highly interactive, practical, and participant-
centered, ensuring a deep and lasting learning experience. We move beyond traditional lecture-based formats to create an
immersive environment where participants actively engage with the material. The course heavily relies on real-world case
studies and business scenarios, allowing attendees to analyze, discuss, and apply communication strategies to situations
they face in their own workplaces. A significant portion of the training is dedicated to hands-on activities, including role-
playing for negotiations and difficult conversations, group workshops for drafting business documents, and individual
presentation practice sessions with peer and instructor feedback. This experiential approach builds not only knowledge
but also confidence. Interactive discussions, brainstorming sessions, and collaborative problem-solving exercises are
integrated throughout the five days to foster a dynamic learning community and encourage the sharing of diverse
perspectives and experiences. Our goal is to ensure that participants leave with tangible skills they can implement

immediately for improved professional performance.

COURSE AGENDA (COURSE UNITS):

UNIT ONE FOUNDATIONS OF PROFESSIONAL BUSINESS COMMUNICATION
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e Understanding verbal and non-verbale

e Building a foundation for confident and credible communication.

UNIT TWO MASTERING WRITTEN BUSINESS COMMUNICATION

Crafting professional and effective emails for various purposes.
Techniques for writing persuasive proposals and executive summaries.
Structuring and writing clear, data-driven business reports.

Digital communication etiquette for instant messaging and social media.
Proofreading and editing strategies to ensure error-free documents.
Writing for a global audience with cultural sensitivity.

Developing a consistent and professional written voice.

UNIT THREE EFFECTIVE VERBAL COMMUNICATION AND PRESENTATION SKILLS

Structuring and delivering impactful business presentations.

Techniques for engaging the audience and handling questions effectively.
Improving vocal delivery, pronunciation, and intonation.

Leading and participating in productive business meetings.

Mastering the art of professional telephone and video conferencing etiquette.
Communicating complex information clearly and simply.

Developing and practicing a compelling elevator pitch.

UNIT FOUR INTERPERSONAL AND CROSS-CULTURAL COMMUNICATION

Strategies for effective negotiation and persuasion.

The art of professional networking and building rapport.

Giving and receiving constructive feedback with diplomacy.
Managing difficult conversations and resolving conflicts.
Understanding and navigating cross-cultural communication styles.
Building trust and collaboration in multicultural teams.

Adapting communication strategies for different cultural contexts.

UNIT FIVE ADVANCED COMMUNICATION STRATEGIES FOR LEADERSHIP

Developing an authentic and powerful executive presence.
Using storytelling to inspire and influence stakeholders.

Communicating change and managing uncertainty within a team.
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QUALIFICATIONS REQUIRED FOR REGISTERING TO THIS COURSE?

There are no requirements.

HoOWw LONG IS EACH DAILY SESSION, AND WHAT IS THE TOTAL NUMBER OF TRAINING
HOURS FOR THE COURSE?

This training course spans five days, with daily sessions ranging between 4 to 5 hours, including breaks and interactive

activities, bringing the total duration to 20 - 25 training hours.

SOMETHING TO THINK ABOUT:

How does the shift towards virtual communication platforms alter the established norms of non-verbal cues and executive

presence in a global business context?

WHAT UNIQUE QUALITIES DOES THIS COURSE OFFER COMPARED TO
OTHER COURSES?

This course distinguishes itself by moving beyond the mechanics of English grammar and focusing on the strategic
application of language in a corporate leadership context. While many programs teach vocabulary and sentence structure,
our curriculum is built around real-world business challenges, emphasizing how to use language to influence, persuade,
and lead. We dedicate significant time to nuanced areas often overlooked, such as cross-cultural negotiation, managing
difficult conversations with diplomacy, and developing a compelling executive presence for a global audience. The
methodology is intensely practical, prioritizing interactive role-playing, case study analysis, and personalized feedback
over passive learning. Participants do not just learn about communication theories; they actively practice and refine their
skills in a supportive, professional environment. The course is designed not merely to improve English proficiency, but to
cultivate the sophisticated communication acumen expected of current and future leaders in the international business

arena, making it an investment in career-long leadership effectiveness rather than just a language lesson.
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