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                             is going to organize a

Day Long Exclusive Training on
"Effective Business Communication "



	







Deadline for Registration: 31 July 2025 (Thursday)

	Registration Fees: BDT 4,000/- Per Participant (excluding VAT), payable in advance in favour of “Bangladesh Japan Training Institute” in the form of crossed cheque or pay order or direct deposit to Dutch Bangla Bank Ltd, Elephant Road Branch, Dhaka, Account Number: 1261100033403 Or, via Bkash Pay (01780-364200) (you must pay an additional amount of BDT 80 Bkash cash out fee).

(The fee will cover tuition, stationery, reproduction of training material, training aids/ equipment, cost of venue, food & refreshment, certificate etc.)

	For Registration or additional information please call us: 01958155162

or E-mail to: info@bjti.org, contact.bjti@gmail.com, Website: www.bjti.org, [image: image1.png]


:https://www.facebook.com/bjti.info/   


	

	Effective Business Commun

Course Description:
In this day long hands-on course participants learn how to improve their verbal and non-verbal communication skills to build relationships and establish trust. Participants also learn how to prepare and make engaging presentation.

Course Objectives:
By the end of the Effective Communication and Presentation Skills Training Course, participants will be able to:
• Communicate with a clear purpose
• Reaching the Right Audience
• Create an open honest channel of communication
• Define Critical Messages
• Choose Correct Channels
• Team Building
• Read body language
• Avoid Misunderstandings
• Prepare and deliver interesting interactive presentations
• Plan and execute presentations being mindful of the audience
• Create clear-cut objectives for the presentation
• Learn methods, tools, and techniques for effective presentations

Course Importance:
Communication and presentation often go hand-in-hand. Impactful communication can help to present an idea effectively and impressively, where one can convert audiences into loyal consumers. However, communication is not merely about speaking; it is an exchange.

Course Benefits:
Effective communication & presentation skills are key to business success. In addition to the learning how to deal with difficult people, participants acquire techniques for connecting with people quickly and easily as well as clearly presenting their ideas. Participants also discover their own communication style and learn how to identify the communication preferences of others. Morale and productivity improve due to their extended personal and professional relationships enhanced from learning how to effectively communicate and make memorable presentations.

Who Should Attend?
The impact of the workshop is designed to institute companywide change in alignment with their business objective regardless which tier of management is trained.
1. Management & Key Influencers
2. Junior Management & Front Line Managers

Outline with Gist Summaries

1. What is Business Communication?

· Definition: Flow of information, perception, and ideas within or outside a business.

· Key Point: It is practical, goal-oriented, and deals with business matters.

2. Importance of Business Communication

· Enhances Productivity: Reduces misunderstandings, improves decision-making.

· Engages Employees: Encourages open dialogue and job satisfaction.

· Statistical Impact: Connected workplaces see productivity increase up to 25%.

· Builds Relationships: Establishes trust, resolves conflicts, strengthens customer loyalty.

· Drives Success: Aligns goals, promotes innovation, and helps in managing change.

3. Types of Business Communication

· Written: Emails, reports, memos, proposals, business letters.

· Verbal: Meetings, presentations, phone calls, public speaking.

· Nonverbal: Body language, appearance, gestures, visual communication tools.

4. Effective Communication Strategies

· Audience Understanding: Tailor message and channels based on audience.

· Building Trust: Honest, consistent messaging and openness to feedback.

· Diversity & Inclusion: Value diverse views and empower all voices.

· ACE Equation (Serlin Method): Authenticity + Connection = Engagement.

5. Barriers to Business Communication

· Cultural: Language differences, hierarchy, non-verbal misinterpretation.

· Technological: Glitches, data privacy, digital overload.

· Psychological: Fear, emotional mismanagement, perception gaps.

· Organizational: Hierarchies, siloed departments, unclear goals.

· Environmental: Noise, layout issues, system delays, distractions.

Illustrative Story: A powerful video scenario shows how assumptions, system failures, environment, and physiological factors (like deafness) hinder communication — and how to overcome them through empathy, flexibility, and creativity.

6. Technology in Business Communication

· Efficiency Tools: Instant messaging, video conferencing, email automation.

· Remote Work: Virtual team management, collaboration tools, etiquette, and policies.

7. Business Communication Best Practices

· Clarity & Structure: Avoid jargon, organize content, use visuals.

· Active Listening: Clarify, observe cues, and give feedback.

· Professional Tone: Be polite, diplomatic, and culturally aware.

· Feedback & Adaptability: Be open to change, adjust style as needed.

· Ethical Communication: Be honest, protect privacy, follow laws.

✅ Summary Statement

This presentation offers a comprehensive look at business communication—from its foundational principles and types to the barriers, strategies, technologies, and best practices that make communication truly effective in modern organizations.

I believe this summary reflects my thorough understanding of the topic and readiness to present it confidently to the team.

Methodology:

· An in –depth tailored programme to address business concern

· Diverse real life case examples

· Comprehensive course documentation

· Interactive roundtable discussion 

· Hands-on ‘learning by doing’

Language: English and Bengali



[image: image2.png]



�





BANGLADESH-JAPAN TRAINING INSTITUTE (BJTI)





Dr. Mahmud Hasan, MBBS, Masters in Public Health (MPH) on Reproduction and Child Health (RCH); Diploma on HRM, Completed MBA with double major on Marketing and HRM





Resource Speaker:





     Date : 





01 August 2025 (Friday)





Time : 





08:45 am - 05:00 pm





Bangladesh-Japan Training Institute, Room # 7, 7th Floor, Eastern Plaza, Sonargaon Road, Dhaka.





Location:





Certificate of attendance will be provided
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