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Course Topic Micro Credential Course Synopsis

This course will assist students in
mastering basic business communication
skills necessary for them to effectively
work in today’s demanding business
environment.

e Introduction To Business
Communication

e Interaction With The Team

e Meeting Skills

e Business Report Writing:
Cover Letter

e Business Report Writing:
Complaint Letter

e Business Report Writing:
Enquiry Letter

e Personal Development

Planning

Audit & Assurance

For example, a manager of a business
enterprise may enter into a contract of
employment with his or her employer.

Legal Management

It is therefore vital that we understand
the law, and how it affects our work
and business.

Consulting

Without a sound knowledge of the
basic elements of Business Law, one
may not be able to function efficiently
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