[image: ]Wenatchee Valley College Tech Prep Business Pathway
BCT 205 Articulation Competencies 
Business Communications (5 Credits)
Prepares students for applications of communication skills in the workplace. Apply essential communication skills to business correspondences and documentations in traditional and digital formats.
Upon completion of this course, successful students will score 80% or better on the following competencies to receive WVC college credits.
Course Competencies Checklist:
· Compose and produce a variety of business documents using correct style, format, voice, and content. (2B, 4C)
· Apply appropriate current technologies in business communication. (1A)
· Identify audience, purpose and scope for business communication. (1A)
· Compose appropriate messages for specific audiences. (2A, B, 3C)
· Analyze, organize, and synthesize information. (1A)
· Apply the Three-Step Writing process. (1A, 2B)
Course Topics:
· Foundations of business communications
· Business messages in digital, social, and visual media
· Collaboration and interpersonal communication
· Business etiquettes and ethics (legalities of communicating sensitive information)
· Format and layouts of business documents
· Three-step writing process (plan, write, and complete)
· Types of messages (routine requests, positive, negative, persuasive, proposals, and reports)
· Employment messages and interviews (optional)
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