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                             is going to organize a

Day Long Exclusive Training on
                  "Effective Business Communication "



	







Deadline for Registration: 15 January 2026 (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/   


	

	TARGET AUDIENCE: 
Junior Level Training Proposal (Individual Contributors):
Asst. Managers, Supervisors, Mid-level Executives and others

TRAINING OBJECTIVES:

By the end of the training, participants will be able to:

· Understand the principles and importance of effective communication

· Use verbal, written, and non-verbal communication more effectively

· Apply active listening and feedback techniques

· Write clear, concise, and professional business messages

Communicate assertively and confidently in professional settings

TOPICS COVERED:

a).

· The communication process

· 7 Cs of effective communication (Clear, Concise, Concrete, Correct, Coherent, Complete, Courteous)

· Barriers to effective communication and how to overcome them

· Types of communication: verbal, written, non-verbal, visual

Activity:
· Group discussion: Common miscommunications at work

· Self-assessment: What’s your communication style?


b).

· Speaking with clarity and purpose

· Tone, pitch, pace, and pause

· The power of non-verbal cues: body language, eye contact, gestures

· Emotional intelligence in communication

· Building presence and confidence while speaking

Activity:
· Partner role-play: Client vs. service provider conversation

Practice: 1-minute impromptu talks with peer feedback

c).
· Essentials of professional writing

· Email structure: subject lines, greetings, body, closing

· Clarity, tone, and formatting in digital communication

· Common email mistakes and how to avoid them

· Writing memos, meeting minutes, and short reports

Activity:
· Hands-on: Rewrite a poorly written email

· Peer review: Each participant composes a business email and receives feedback

d).

· Active listening and giving/receiving feedback

· Assertiveness vs. aggression

· Communicating with different stakeholders (peers, supervisors, clients)

· Cross-cultural and virtual communication challenges

· Conflict resolution basics through communication

Activity:
· Group role-play: Conflict resolution conversation

· Listening game: “Back-to-Back Drawing” to show communication breakdown


METHODOLOGY:

· An in –depth tailored programme to address business concern

· Diverse real life case examples

· Comprehensive course documentation

· Interactive roundtable discussion 

· Presentation 

· Self-Assessment/Short Quiz/Self-Reflection.

· Video/Audio Visual

LANGUAGE: English and Bengali
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BANGLADESH-JAPAN TRAINING INSTITUTE (BJTI)





MR. ENGR. MUHAMMAD SAIDUL ISLAM(BAPPY)


B.Sc.Engg.(KUET), MBA(Finance),MIEB, MIAENG(Hong Kong)


EEE(HBS, Harvard University, USA), NM(HBS, USA)


ME(Massachusetts  Institute of Technology, MIT,USA)


LP(HBS, USA),PIPI(HBS,USA), EIL(Florida, USA),CDA Reg:0312





Resource Speaker:





     Date : 





16 January 2026 (Friday)





Time : 





08:45 am - 05:00 pm





Bangladesh-Japan Training Institute, Room # 31-32, 7th Floor, Eastern Plaza, Sonargaon Road, Dhaka.





Location:





Certificate of attendance will be provided
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