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DIPLOMA ON 
 
COMMUNICATION IN BUSINESS & 
MANAGEMENT 

THIS PROGRAM EXPLAINS HOW TO EFFECTIVELY MANAGE 
COMMUNICATIONS - INTERNAL AND EXTERNAL, NATIONAL 
AND INTERNATIONAL, WRITTEN, ELECTRONIC OR ORAL - AND 
ITS IMPORTANCE AND EFFECTS ON AN ENTERPRISE. 
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All modern managers need to ensure communication is effective; 
communication might be oral, face-to-face, written, by telephone, fax, 
email or internet, but whichever method is used it must be effective. 
This Program explains about creating and managing good 
communication channels, managing communications systems and 
teaches about communication as a vital ‘tool’ of all modern business 
people and managers, administrators, supervisors and others at all 
levels of an organization. This Program teaches about producing 
effective business letters, memoranda, meetings, report writing, 
dictation, word processing, desktop publishing, and much more, with 
numerous examples and specimens.     
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SUMMARY OF MAJOR TOPICS 

 Lines of communication and communications channels: oral, written, 
visual, electronic, others. 

 Removing barriers and ensuring two-way communications flows, the 
importance of feedback. 

 The danger of the grapevine; creating trust, fostering teamwork. 
 Telecommunications, computer-mediated and digital communication, 

viruses and other danger. 
 Email management, broadband, local area networks (LANs), remote 

access. 
 Technological developments, websites. 
 Forms and business documents, manual and computerized, their 

design, features and purposes. 
 Business letters and their purposes; improving communication content, 

composition and style. 
 English language, good English for communication, lay out, 

composition, grammar, language, style. 
 Care to take over wording, confusions which can occur. 
 The use of abbreviations and possible problems. 
 Communications concerning employment; regarding job vacancies, 

applications, employee specifications, advertisements. 
 Communications concerning promotion, employee specifications, staff 

matters and relationships. 
 The use and impact of charts and graphs. 
 Communications relating to sales; letters, literature: catalogues, 

pamphlets, follow-ups, circulars, announcements. 
 Communications relating to advertisements; gaining attention. 
 Enquiries, quotations, estimates, orders, payments. 
 The design of forms. 
 Financial business documents: invoices, credit notes, features and 

accuracy. 
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 Financial documents produced manually and by computer. 
 Financial terms and expressions. 
 Communications between employees, induction, counselling, others. 
 Meetings: formal and informal, preparing notices, agendas, minutes; 

employment interviews. 
 Letters of complaint, from customers or clients, and to suppliers, 

warnings; psychology. 
 Dictating, drafting, checking, preparing, packing and dispatching 

letters; standard communications. 
 Records and their importance, data management, references. 
 Centralized and decentralized filing, filing equipment, filing schemes. 
 Computer systems, information, data processing and security, copies 

and back-ups. 
 Word processing, desk top processing. 
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WHAT IS INCLUDED 
 
WHAT IS INCLUDED IN THE MODEST CIC FEE 

 Your CIC Fee includes:- 

 Your enrolment/registration with Cambridge International College, and 
your own high-quality, professionally produced and illustrated 
comprehensive International CIC Study & Training Publications. 

 A detailed, professional ‘Study & Training Guide’ with full instructions 
on how to study to achieve success and gain top results.  The Guide 
includes detailed advice on how to answer Self-Assessment Tests, 
Training Tests and Examinations. 

 Self-Assessment Tests and Recommended Answers for them, and a 
Progress Chart. 

 Two Progress/Training Tests (which can be used as ‘Past 
Papers/Questions’) with an optional Tutorial Support Service. 

 The Final Examination sat under Invigilation/Supervision in your own 
area - full details, guidance and explanation of how your Examination 
will be arranged and how Invigilation is conducted will be provided 
when you register.  Note, CIC arranges Examinations in over a hundred 
countries worldwide for thousands of Members every year; it is a 
flexible, straightforward process and will be arranged when YOU are 
ready to write your Examination. 

 The prestigious Cambridge International College Diploma on successful 
completion of your Study & Training and on passing the Final 
Examination. 

 Your personal page on CIC’s Member Services website with access to 
results, dispatch details, advice and guidance, and 
more: www.cambridgeinternationalcollege.co.uk 

 Regular information and news including: Newsletters with details of 
special offers and new Programs and much more; and Competition 
Forms; by email and post. 
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Everything needed for your Study & Training success is included 
in the CIC Fee. 

Additionally: 

 Further Study and Training Advice, and Assistance is available before, 
during and after CIC Study & Training; Members may ask CIC’s team of 
experienced Consultants for advice on further study and Programmes to 
improve career prospects and advancement.  

 CIC’s experienced and helpful staff can assist with numerous special 
requests, such as reference/recommendation letters and transcripts, and 
more, by post and email. 
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RELATED COURSES 

 Professional English (Everyday & Business Use) Diploma 12 months 
(flexible) 
 

 EXECUTIVE & SECRETARIAL ASSISTANCE Honors (Higher) Diploma 21 
months (flexible) 
 

 Administrative, Personal Assistant & Secretarial Duties Diploma 12 
months (flexible) 
 

 Office Management & Administration Diploma 12 months (flexible) 
 

 English & Administration (BEA) Baccalaureate 2 years (flexible) 

 

STUDY & CAREER DEVELOPMENT 
 
Good communications is essential in every type of job - administrative, 
managerial, personnel, HR and any other - and so this Program is important 
to anybody who works with others or needs to communicate with others - 
internal or external to the organization.  The Program therefore can lead to a 
wide and enjoyable range of possible careers and positions. 

Further and related studies are available, whether complementary Diploma 
Programs like Secretarial Duties, Office Management, and others; or Honors 
Diploma and Baccalaureate programmes of study, all designed to increase 
ability, knowledge, confidence and the likelihood of a very successful career. 
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