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Academy

Learn. Execute. Conquer.

Module 1: Foundations of Business Communication

This module introduces the fundamentals of professional communication focusing on clarity
tone and intent. Learners will understand the different forms of business communication,
verbal, nonverbal and written and how they function in formal environments. It covers the
importance of active listening professionalism audience awareness and the role of emotional
intelligence in effective interactions. This foundation prepares learners to adapt their
communication for varied business scenarios and team dynamics.

Module 2: Email Messaging and Professional Writing

Effective written communication is essential in today’s business world. This module trains
students to draft polished concise emails business letters meeting summaries and reports.
Learners will focus on email etiquette subject line clarity tone adjustment and structuring
business documents professionally. It also introduces internal communication tools like
Slack Teams and formal messaging channels helping learners become proficient in digital
correspondence one of the most used skills in any organization.

Module 3: Spoken Communication and Presentations

This module helps learners build spoken fluency confidence and public speaking skills. Key
areas include presentation planning tone modulation verbal clarity and audience engagement
techniques. Students will also practice elevator pitches group discussions client meetings and
mock interviews. Body language eye contact and vocal confidence are emphasized to help
learners make strong impressions in professional settings from internal meetings to public
forums.



Module 4: Workplace Communication and Collaboration

Effective teamwork relies heavily on collaborative communication. In this module students
will learn how to give and receive feedback handle conflict with professionalism and engage
in active listening. Real-world simulations will build skills in negotiation cross-functional
collaboration and meeting facilitation. Emphasis is placed on adapting to diverse work
cultures remote collaboration and virtual professionalism essential in global workspaces.

Module 5: Digital Presence and Personal Branding

This module guides learners in building a credible digital presence through LinkedIn
personal websites and professional content creation. Topics include profile optimization
branding through communication and thought leadership through blogs or posts. Students
will understand how tone and content impact reputation in the digital space. This module
empowers professionals to be seen as experts in their domain increasing career visibility and
long-term growth.

Career Scope After Learning This Skill

Strong business communication skills are essential across every industry including IT
finance media education and entrepreneurship. Professionals with these skills are in demand
in roles such as

« Business Development Executive

« Client Relationship Manager

« HR Coordinator

« Corporate Trainer

« Customer Success Manager

« Communications Associate

. Team Lead or Project Manager

. Content Strategist or Social Media Manager

These skills also boost performance in interviews networking team leadership and customer-
facing roles making learners versatile assets in any organization.

Salary Package

Proficiency in business communication enhances employability and accelerates promotions.
Approximate salary ranges in India are

« Entry-Level 0 to 2 years 3.5 to 36 LPA



« Mid-Level 3 to 6 years X7 to %12 LPA
« Senior Roles 7 plus years %13 to 325 plus LPA

In global markets communication-centric roles can command salaries between $50,000 to
$100,000 plus annually depending on experience industry and region.



