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  OA211 Business Communication  

  Students learn the basics of business communication and are provided practice in applying them using many real-
world writing forms of communication, to include composing letters, memorandums, emails, reports, proposals,
employment communications, and oral presentations. This course teaches students how and when to be concise,
in addition to communicating effectively. It prepares students for the job-interview process, writing resumes and
application letters, and exposes them to business communication in social media.
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