COM2107 Business Communication

FRELVRAE (EVPE) 5 R ULHH

Continuous Assessment (Main) — Assessment Preparation Guide
i% FH:Written Test - [4]4(Closed-book)- Blended(Diploma Programmes)

i AR 3 A R 4 B (Lectures / Module Book) 5 i 4E#%5: (Sample Papers)# 3 it ]
ARG Z . WEREEE S, B EH SRR, ME -5 454 PLUIE G815 DL AR R

FEJE BN AR )R A S N A EAR HE S SR 1 - . :
simhelper.site

—. ERAM S Assessment Overview

i H Item A% Details

R Module COM2107 Business Communication
PR Format 221X Written Test; 1% Closed-book, N {34547 K& £ VF 1T (A4 )
if¥ Duration 1 /N 30 43 %8H(90 434)
&4) Total 100 71
REBLH Structure Section A(50 43,2 fil)+ Section B(50 43,2 i), 3L 4 f5
EEER GPRAEZ (Answer ALL); 58 5 ke — U 2 AU o T A E B S ek 44
HAt e A TS AS (T R A 5528 ), 106 5 2 UM NG s 25 4, 20
A b
=\ 5 —R
T L
Section A %518 B SR U R/IAT 15 R (Lectures 5. 7. 8. 9.
Section A Q2 25 BN 5 N By + BEE 152 (Sessions 1-2)
Section B Q3 25 H 1) &% 1 (Planning Reports / Primary Research)
Section B Q4 25 w3 M i ik (Planning & Completing Reports)

PiBH: Section A f [ VAR + N S1E] Section B i [0 777% + G S5E] ©

=. W REBEMR

Q1 B %15 B E1E(Business Message Writing)- 25 43

AR 45 78 — AN L SE ) AR SR Il 17 35t B R 458 5 —FF 150250 - (words) 17 %515 E(a
message),ill % 7 7 IE 25 #% 3 (no format required), F S EE BN EA & . 5 E AR i 2 100
k5 Jfi——factual(5 BHL4%#E) concise(ffi%). clear(J&Hi). persuasive(B iR 7). polite /
respectful({LE %),

B A B 1) & IR VR 9175 SRR 2/ 5% (complaint + request); [ ST Eg, | 2517 SR A7) b 38
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(persuasive appeal). HAJF /& routine request / persuasive message, "] £ ff] AIDA(Attention—
Interest—Desire—Action) 5 [you] attitude(ist35 37.3%).
SEHEREK 34 &)

o JFk — K 545515 HI(who you are + purpose).

o EfE — KPR F S A N O WEON ., AR EREAIAT B (facts, dates, actions
taken).

o R — WA, LR HR R (a clear, polite request, IR ERERHL 5% / % TR
o GER — AR 7 2 ALINIRRE (contact info + courteous close).
BOERBR
v BHEBA S bullet E H——F— AR A A
VO ESEEMACEHEL RS SIS mEEE SR
v ESALS R AE T AME 1L (protect goodwill).
v FH150-250 2 [a], PR <405 AN B REED @ (do not lift word-for-word).
IR KB contact information; R AE AR AN H BB 5K - 08 IR 18 il Bl T B Ak

AR R(EHE RN BB S, IR ) —RER @ S 5 T 2 R RGESEPDN HERINN %
BRI TN . iE A2 SR ST 8 515, 1 RIBIE 2 1300

o B1BeARNYE + HE( am amember, ID: _H{E H RN HIFEIL EEHIFK).
o F2BuES(H I HE  EEMR Y &8 OB R TG ER).

o B3 BuUIIER(BIE $_ ZESAT R AT ILE R %),

« BABHERITA + AL R

Q2 AN E ABrif@E + BE& & - 25 4
A BR 45 AN A B H i) 3 ) 4 5t (scenario), B R 45 AR FE MR S i [ 52 b + MR (e
%1 o H T A
o« (a) BRI — HBITERUEIT () F i (ineffective listening) X ot HIBA fR s 58 [ 94545 / 7]
it 1 A JEifr B AL | (what was done well / could be done differently / handle in future); 3§
P 1 A BA B B 7] 25 7 S5 0% (teamwoork / time-management strategies), 4145 B AR i .

« (b) &ML — & X IF244] audience-centred approach, Btk H 45 2 2 (elements); 5 A]
fit 2% [ D\ & VE AR 15 (advantages of teams) 2541 .
EBEM(E—PEEH [ R—B—HF] )
 Point — Je45 RSB 1
+ Explain — FE1EfRRE.
« Example — #5455 & 1% 5t 8024451 (link to scenario).

BATERIBER
VOB R TR + 2] R EAREA RS2 .
v OB IAMER(LSCR [0 A ] ).
HILRGY 1K R 2 F A4 AR 25401 Pl 1 17 5t 2 U B H RN
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Q3 # AR A F Wi (Survey Question Design)- 25 43
BRI 25 52 5 2 Rik (statements), ¥ 45 2 X505 il — ANt A 217 45 7 (closed-ended survey
question). fifilt:ER AFME D> 4 NMETHE(24 response boxes), A HBLFF BN A & (no open-
ended questions);i# i £ [Others. Please specify: | fFNYEI. A/NE 5 73,3% 25 4.
SERIREAR ()

. —A)5E¥E . $B1A11% statement A )4 (a clear question).

o 4NNV EH R, R (mutually exclusive & collectively exhaustive).

o MUIEBLIN T Others. Please specify: |
BOERBR

v aA] S A% statement f6 58 1 TR T

VIR 24 AN BEAES, EiE WS

V' BB B (FFE R AIR A B TR) ) FH X TR ELIX [A) AN B ——1n 18-20 / 21-23,1fi | 18-20 / 20—

23,
v A R E P T AT BGE .

A (DR TERE )

Statement: Frequency of buying coffee on campus each week.
Question: How often do you buy coffee on campus each week?
« OOtimes O1-2times [O3-4times [O5-6times [O7 times ormore

WG4 R T/D T 4 AN IX R E S (20-30 5 30—40);5 s (B Why do you...?); A A) 5
statement £ E AL,

Q4 FHE 53 P ek (Data-Analysis Short Report)- 25 4
FER 8 B 45 5F TR/ Bd5 (graph / table), DL N BhEE(PA) S35 — 4y 1-3 T 1 48 175 454 55 (short
report). ZR4MT(analyse) B K EBEF—N R R #RE 7, BEH MR IR H 2-3 4
¥ (recommendations), 25 H I ATA T . PF51E H #74 Content / Writing technique(Language)/
Format =4,
ELEWBEZE (A headings / sub-headings)

« Fri Title of Report

1.0 Introduction (% H .45 1 WA~ 5 5 ): Authorisation / Background / Purpose / Scope /

Sources & Methods.

2.0 Findings & Analysis XU/ T 8da & 7 1m . wEiE. T, TR gL .

+ 3.0 Recommendations 2-3 %, %54 [fft4 + B4l .

* 4.0 Conclusion  HI 2 7 IR 4 3.

BHERER
v SRR g5 /N R (numbered headings): it 56 1] informative headings 1 F{Y
descriptive.

Vo ) mAE TR deHvEHorm. AR BT 20 AN E 7 s IR R 5
M o

v OEVWHCRE IR BARTTAT IR SC
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v HESWESS 8T A R HI7E 1-3 U1K H B W E & (impersonal / objective tone).

] Introduction X $b— i,

BB BR——BR o =4 [ 45 vs SRS | B BB, S RE IR A O 1) i R S

Wo

+ 2.0 Findings & Analysis: 74 5t % FE % FEWLA AN T BE; iR K

(& /(545 | REEFTAL).

+ 3.0 Recommendations: (1) § 78 H 74 H F-HET 4 1] (AT f40); (@) X457 B A5m g0/ - (o
10,3 1 ¥ E By 1A B s (AT i)

M. FRE

B[R] 43+ E2 — 90 3%k / 100 43,Section A, B % B £ 40 738, 4% 10 /8P £ o

o AR — Q1 ESF 150-250 Q4 ] 1-3 BB R4

=3BE ¥ — 3-step writing process(Plan — Write — Complete) i % i A 5 {E & .
[You] attitude — 13235 3737 XS 77 75 =R 5 0] 2 HE R 1 1A 35 )

T Mz Q2 FEAHBIKZOES

M2 Concept E 5 Key Points

Audience-centred
approach %3 H.00 7k

Four types of listening /{
T

Barriers to listening i/} &
e

Ineffective listener J&4k i

W R E

Advantages of teams [4]f\
e

Disadvantages of teams
AR £

AIDA

Direct / Indirect approach

L% /A%

PASZ AR Ao, XS 7 BE SRR . R 4 B i 1y RS R R
ST RE 71 (listening) P55 /11 S XU (writing & speaking
style). 4k & KI5 & (positive working relationships).

Content(BEf# 30 {115 2)/ Critical (PP 45 S5E4RE)/
Empathic(1&%2H 2% 75 3K ) Active(HE: i W2 IEFAR).
Selective listening / Prejudgment / Selective perception / Poor

physical reception / Lack of common ground / Memory
problems / Effects of emotions.

BeshWr. BESFTH . D, DEIRMACH . W im AL 55
LER

Information & knowledge(JI_ X £: 4 )/ Diversity of views(Z Joil
1)/ Acceptance of solution(75 & ¥ 5 # %% )/ Higher
performance(Zi3 ¥ &)

Groupthink( M Ak E.4E)/ Hidden agenda(Fa i sh4L) Cost(if ik
AT )o

Attention — Interest — Desire — Action: i {5 5 (persuasive
message) & g 4E,

U ST S B (Ye %A 3 B ); SV B (negative
message)nJ [ [7]4%7%::Buffer — Reasons — Bad news —
Positive close.
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Report structure #.7545#%)  Introduction — Body(Findings & Analysis)— Close; 1IF. 2R 15 7]
% Authorisation / Background / Purpose / Scope / Sources &
Methods.

NS, (7 #E COM2107 PELRE 21 F BT,
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