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NQF Level 5 
Prescribed textbook: S Cleary (ed) Communication – A Hands-On Approach 2 ed (2018) Juta 

 

The overall aim of this module is to equip candidates to communicate effectively with the board of directors, management, co-workers, employers, clients, 
customers and other stakeholders in a professional and appropriate manner. 
 

Syllabus topics Syllabus detailed content Prescribed text 

Learning Outcome 1: Explain basic communication concepts and analyse communication processes 

Communication theory  The communication model 

 Barriers to communication 
 

Chapter 1: Communication Theory 

Learning Outcome 2: Identify key audience factors that affect communication with a specified audience and link these to communication methods and message 
content.  

Audience factors  Knowledge levels 

 Education levels 

 Social variables 

 Group size 
o Small group dynamics 

 

Chapter 2: Small-group 
Communication 
Chapter 5: Audience and Purpose 
 

Effective communication in the 
workplace 

 Emotional intelligence  

 Conflict resolution 

 Assertiveness 

 Listening skills 

 Reading and note-taking skills 
 

Chapter 3: Reading and Note-
taking  
Chapter 4: Listening 
Readings below 
 

Learning Outcome 3: Communicate orally and in writing with stakeholders using the correct register and protocols.  

Oral communication  Planning an oral presentation 

 Visual aids for oral presentation 

 Delivery of an oral presentation 

 Charts, posters, photographs, slides, electronic media, images, electronic media; 
mind-maps, diagrams, lists of key words, flow-charts. 
 

Chapter 6: Oral Communication 
 

Written communication in the 
business context 

 Writing style for business communication: register, clarity, conciseness, tone, 
paragraphing, presentation 

 Types of business correspondence 

 Advertising and promotional messages 

 Digital messages and social media etiquette 

 Language structures and conventions 

Chapter 7: Written Communication 
Chapter 8: Business 
Correspondence 
Chapter 9: Shorter Business 
Messages 
Chapter 10: Digital Media 
Chapter 17: Grammar in Use 
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Syllabus topics Syllabus detailed content Prescribed text 

Learning Outcome 4: Prepare clearly-formulated documentation, correspondence and verbal and electronic communication. 

Formal business communication  Preparation of appropriately referenced reports and media articles 

 Preparation and writing of reports for written and oral presentation, including graphic 
content 

 Preparation of meeting documentation: notice of meeting, the agenda, minutes 

Chapter 12: Academic Writing 
Chapter 13: Information Literacy 
and Referencing 
Chapter 14: Articles and Media 
Releases 
Chapter 15: Report Writing 
Chapter 16: Meetings 

 
 

Practical and work competencies  

 Identify the range of media that can be used for communication 

 Distinguish between mass communication and other types of group audiences 

 Explain the role of public relations within and outside an organisation 

 Use structurally sound sentences in a meaningful and functional manner in texts 

 Use words correctly in a wide range of texts 

 Present data in a variety of graphical forms 

 Interpret graphs used in various forms of communication 

 Evaluate the efficacy of devices used in written and oral presentations 

 Convert a wide range of information from one form to another, such as from graphs to prose form 

 Communicate confidently in a variety of work and interpersonal situations, using current communications technology and a variety of media 

 
*Additional readings: for downloading or reading online: 

 Soft skills: https://www.managementstudyguide.com/essential-soft-skills-at-workplace.htm; https://www.managementstudyguide.com/gestures-and-body-
language-in-soft-skills.htm 

 Emotional intelligence: https://www.managementstudyguide.com/what-is-emotional-intelligence.htm; https://www.managementstudyguide.com/emotional-
intelligence-components.htm; https://www.managementstudyguide.com/emotional-intelligence-at-work.htm  

 Assertiveness: https://www.managementstudyguide.com/what-is-assertiveness.htm; https://www.managementstudyguide.com/assertiveness-skills.htm; 
https://www.managementstudyguide.com/assertiveness-in-business-meetings-and-presentations.htm  

 Influencing and negotiating skills: https://www.managementstudyguide.com/role-of-assertiveness-in-persuasion.htm; 
https://www.managementstudyguide.com/essential-persuasion-skills.htm   
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