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Abstract of the educational discipline

Business communications and compliance with ethics have always been part of the
successful interaction of business structures, including the socio-cultural sphere. The peculiarities of
this area encourage the study of the specifics of communications, compliance with etiquette,
negotiation and the formation of a positive image.

The purpose of the discipline “Business Ethics and Business Communications” is the
formation of applicants: understanding of the system of values, views, norms of behavior of
business people, mastering the features of business communications in the socio-cultural sphere and
the ability to organize constructive dialogue with socio-cultural representatives; practical skills of
using the 4K model for negotiations, including in the international context; ability to analyze,
evaluate the information obtained in the process of communication to solve complex problems and
problems in the field of management of socio-cultural activities.

The object of the discipline is business communications and components of business ethics
in the socio-cultural sphere.

The subject of study of the discipline are theoretical, practical and applied aspects of
business ethics and communications in the socio-cultural sphere.

Characteristics of educational discipline

Course 2
Semester 4
Number of credits ECTS 5
Form of final control Pass

Structural and logical scheme of studying the discipline

Prerequisites Postrequisites
Social and economic history of Ukraine Planning and organization of activities enterprises
Management theory Strategic management

Competences and learning outcomes in the discipline

Competences Learning outcomes

Appreciation and respect for diversity and Demonstrate the ability to act socially
multiculturalism responsibly and socially consciously on the basis

Ab'“ty. to work and communicate in an of business ethical considerations (motives),
international context . . ,
respect for diversity and interculturalism.

Ability to act on the basis of business ethical
considerations (motives)

Ability to work and communicate in a team and  Demonstrate skills of interaction, leadership,
establish interpersonal interaction in solving teamwork and communications
professional problems

Ability to create and organize effective business
communications in the management process.

The program of the educational discipline

Content module 1. Main components of the business ethics concept formation

Topic 1. Business ethics and its features
Business as a socio-cultural phenomenon. The concept of business ethics. Basic ethical
components.



The concept of morality. Ethical norms: rules and use in the business sphere. Ethical norms in
relations with business partners

Ethical principles. Moral and ethical principles of professional activity.

Features of resume writing

Main components of the business ethics concept formation

Topic 2. Corporate ethics

Corporate social responsibility: basic concepts and definitions. Social responsibility as a component
of the modern business model. Social responsibility: basic approaches.

Corporate culture: types, forms, structure. Corporate culture as a basis for effective ethical
management.

Professional ethics, features and principles of corporate ethics

Topic 3. The role of image in business

Definition of "image". "Golden rules™ of image, criteria for choosing a model of behavior.

Basic rules of forming a positive image. Components of a positive image. Formation of a positive
human image.

Master plan of the company's image, components of the master plan

Content module 2. Business communications

Topic 4. Communication: basic concepts and methodology

Communication as a branch of modern scientific knowledge. The structure of communication.
Methods of communication research.

Communication: concepts, types and means.

The concept of communication efficiency. Efficiency criteria.

Alienation in communicative processes.

Topic 5. Intercultural business communications

The concept of business intercultural communication. Goals, reasons, functions and stages of
communication.

Intercultural communication as a form of social interaction of representatives of different cultures in
the business sphere. Purpose and functions of international business communications. Effective
intercultural interaction.

The concept and essence of verbal communication. Types of verbal communication. Means of
verbal communication and its effectiveness. Language as a universal means of communication.
Business correspondence in international business communications and its features.

The essence and meaning of non-verbal means of communication. Types of nonverbal
communication. Types of nonverbal means. Features of nonverbal communication in different
cultures. National features of gestures-symbols, means of raising a person's business status. Types
of handshakes.

Topic 6. Features of negotiations in business

The main stages of negotiations. Elaboration of the negotiation process. Place and procedure for
negotiations. Techniques and tactics of negotiations.

Features of the negotiation strategy. Features of negotiations in adverse conditions. Duration of
negotiations. Information technologies in business communications.

Application of the 4K model for negotiations.



The list of practical (seminar) classes, as well as questions and tasks for independent work is
given in the table "Rating-plan of the educational discipline™.

Teaching and instruction methods

In the process of the educational discipline teaching special methods are using, which aimed
at activating and stimulating the educational and cognitive activities of higher education students:
problem lectures (themes 3, 5), mini-lectures (themes 2), presentations (themes 1 — 6), seminar-
discussions (themes 1, 2, 4, 5), work in small groups (themes 3), role-playing games (themes 6),
introductory games (themes 1), mini-trainings (themes 3), case-method (themes 1, 3, 5), individual
research work during the creative task (themes 1 — 6).

Assessment system of learning outcomes

Assessment of the results of the study of the educational discipline”Ethics of business™ is
carried out on a cumulative (100-point) system assessment. Assessment is carried out on the
following types of control:

current control — is carried out during the semester during the lectures and seminars and
estimated by the amount of points scored (maximum score — 100 points, minimum score that allows
the student to get credit — 60 points);

final/semester control — is conducted in the form of a semester credit in accordance with the
schedule of the educational process.

Credit is set as the total amount of points, which were scored on the results of the current
control.

Current control includes the assessment of students during:

Lectures — active classroom work (1 point for each lesson) provided that students participate
at a lecture. The total number of points — 15.

Practical classes/seminars — active classroom work (1 point for each lesson provided that
students participate at classes. The total number of points — 15.

The forms of current assessment and methods of demonstrating learning outcomes of
individual work can be:

reports and presentation of the results of tasks (problem situations) and research. During
the semester students have 5 such hometasks. The maximum score is 5 point for each task;

essays — during the semester students have to prepare 3 essays. The maximum score is 5
point for each essay;

current control work, it includes topics 1 —3. The maximum score on it is 5 points;

final control work, it includes all topics of the educational discipline (topics 1 — 6). The
structure of this work is: 1) two theoretical questions (maximum score for each question — 5 points);
two open-test questions (maximum score for each question — 3 points); 3) practical task/problem
situation (maximum score — 9 points). The maximum score on it is 25 points.

The procedure for the current assessment of students' knowledge.

Assessment of student's knowledge during seminars, practical classes and individual tasks is
carried out according to the following criteria:

- understanding, degree of assimilation of the theory and methodology of the problems under
consideration; the degree of assimilation of the actual material of the discipline; acquaintance with
the recommended literature, as well as contemporary literature on the issues under consideration;
the ability to combine theory with practice when considering production situations in the process of
performing individual tasks and tasks submitted for consideration in an audience;

- to generalize information and make conclusions; the ability to explain alternative views
and the presence of their own point of view, the position on a certain problematic issue; application
of analytical approaches; quality and clarity of reasoning; logic, structuring and substantiation of
conclusions on a specific problem; independence of work; literacy of presentation of the material,
use of comparison methods, generalizations of concepts and phenomena; registration of work.
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The general criteria for evaluating individual work of students are: the depth and strength of
knowledge, the level of thinking, the ability to systematize knowledge on specific topics, the ability
to make sound conclusions, the possession of categorical apparatus, skills and techniques for the
implementation of practical tasks, the ability to find the necessary information, carry out its
systematization and processing, self-realization on practical and seminars.

The final/semester control. The student should be considered certified if the sum of the
points earned on the results of the current control is equal to or exceeds 60. The student can not be
considered certified if the sum of the points earned on the results of the current control is equal to
59 and less points.

The final grade is set according to the scale given in the table "Grade scale: national and ECTS".

Forms of assessment and distribution of points are given in the table "Rating-plan of the
educational discipline™.

Grade scale: national and ECTS

ECTS Assessment on the national scale
Total score on a 100- .
ooint scale assessment | for exam, course project (work), for pass
scale practice, training

90-100 A excellent

82 — 89 B good

74 -81 C passed

6413 D satisfactory

60 — 63 E

35-59 FX unsatisfactory not passed

Rating-plan of the educational discipline
L
=3 Forms and types of education Forms_of Max
= evaluation points
1 2 3 4
Classroom work

¢ | Lecture Lecture on the topic: Business ethics | Work on lecture 1
= and its features
D Lecture on the topic: Business ethics | Work on lecture 1
2! and its features
o Lecture on the topic: Business ethics | Work on lecture 1
o and its features
2 | Seminar Seminar on the topic: Moral and Active work on
@ ethical principles of professional the seminar 1
a activity
= Seminar on the topic: Moral and Active work on
a ethical principles of professional the seminar 1
o activity
o Seminar on the topic: Moral and Active work on
o) ethical principles of professional the seminar
= activity




Forms and types of education Forms_of Max
evaluation points
Assessment  of
— the presentations 5
O
'g_ and tasks
[ Individual work
Questions and tasks for | Elaboration of the lecture material, Homework 5
the individual work preparation for the seminar and | check (essay)
presentation and writing essay.
Classroom work
Lecture Lecture on the topic: Corporate | Work on lecture 1
ethics
Lecture on the topic: Corporate | Work on lecture 1
ethics
Lecture on the topic: Corporate | Work on lecture 1
" ethics
= Seminar Seminar on the topic: Corporate Active work on
ko culture the seminar 1
% Seminar on the topic: Proffesional ctive work on
8 culture the seminar 1
S Seminar on the topic: Active work on |
o Exercise - introduction game: the seminar
-g "Corporate and generational culture”. | Assessment of
2 the presentations | 5
and tasks
Individual work
Questions and tasks for | Elaboration of lecture material, | Homework 5
the individual work preparation  for seminars and | check (essay)
presentation by making exercise
"Corporate and generational culture"
and writing essay.
Classroom work
Lecture Lecture on the topic: The role of | Work on lecture 1
. image in business
§ Lecture on the topic: The role of | Work on lecture 1
[ image in business
-g Lecture on the topic: The role of | Work on lecture 1
S image in business
& | Seminar Training "Drawing up a master plan" | Active work on 1
E the seminar
E Training "Drawing up a master plan" | Active work on 1
) the seminar
E Training "Drawing up a master plan" | Active work on 1
~ the seminar
o Assessment  of
L the presentations 5
& and tasks
|_
Current control
work 5




Individual work

Individual work

Questions and tasks for
the individual work

Elaboration of lecture material,
preparation for seminar, preparation
of presentation.

. Forms and types of education Forms_of Max
" evaluation points
'g_ Questions and tasks for | Elaboration of lecture material,
| the individual work preparation for seminar and control
work.

Classroom work
§ Lecture Lecture on the topic: | Work on lecture 1
S Communication: basic concepts and
2 methodology
E Lecture on the topic: | Work on lecture 1
S Communication: basic concepts and
§ methodology
o
8 | Seminar Seminar on the topic: Active work on 1
S Communication: concepts, types and | the seminar
2 means Assessment  of 5
3 the presentations
= and tasks
= Simulation of professional situations: | Active work on 1
2 Effective communications the practice
g
3
U_ Individual work
<
-g Questions and tasks for | Elaboration of lecture material, | Homework 5
2 the individual work preparation for seminar, preparation | check (essay)

of presentation, essay.

Classroom work
. | Lecture Lecture on the topic: Intercultural | Work on lecture 1
IS business communications
(4%
§ Lecture on the topic: Intercultural Work on lecture 1
g business communications
o
o | Seminar Seminar on the topic: Features of Active work on 1
§ intercultural communication the seminar
3 Assessment  of
= the presentations 5
£ and tasks
s Seminar on the topic: Features of Active work on
< intercultural communication the seminar 1
[
o
2
Q.
IS




Forms of Max

Forms and types of education . .
evaluation points

Classroom work

Lecture Lecture on the topic: Features of Work on lecture 1
negotiations in business

Lecture on the topic: Features of Work on lecture 1
negotiations in business

Seminar Work in small groups: "Features of | Active work on

the negotiation process" the pracice 1
Application of the 4K model for Active work on 1
negotiations the practice
Final control o5
work

Individual work

Questions and tasks for | Elaboration of lecture material,
the individual work preparation for practice and final
control work.

Topic 6. Features of negotiations in business

Recommended books and resources

Main

1. Cenoga, JI. H. MorymiectBo umupka [Tekcrt] : yue0. mocodue, Y. 2 . — X. : XHDY, 2005.

2. Cenoma, JI. H. IleperoBopsl kak crioco0 koMMyHHKanuu B OusHece [Tekct] : yuel.
ITocooue. — X. : XHEY, 2009.

3. Cenoga, JI.LH. DOTtuka 6usneca [Tekcr] : yue6.mocobue, U.2 / JL.LH. Cenosa, T.U. Jleneiiko,
E.B. Apamenko, . A.C. Copokuna. — X.: XHOV um C. Kysnena, 2015.

4. Cenosa, JI. H. Otuka nuuHoctu u 3TuKa Xapakrepa [Tekcr] : yue6. mocodue . — X. :
XHD3Y, 2004.

5. Cenosa, JI.H., Mamtokuna, A.A. Otuka 6usneca [Tekcr] : yue0. mocobue, YU. 1. — X. :
XHBY um. C. Ky3nena, 2014.

6. Byars, S.M. Business Ethics / S.M. Byars. — Open stax, Houston : 2018. Retrieved from
https://openstax.org/details/books/business-ethics.

7. Cruz-Cruz, J. A. Ethics of business / J. A. Cruz-Cruz, W. Frey. — Hong Kong : 2011.
Retrieved from: https://pns.hneu.edu.ua/course/view.php?id=5440.

Additional

8. Buchholz, A. R. Business Ethics — The Pragmatic Path beyond Principles to Process / A.
R. Buchholz, B. S. Rosenthal. — Prentice Hall, New York, 1998.

9. Ilepconanpubrii Openmuar / @. Kormep, W. Peitn, M. XommmH um np. — M.
Wznarenbckuit nom ['pedbennnkona, 2008.

10. Sctpemcpka, O. M. bpenn-menemxment / O. M. Scrpemcbka. — XapKiBChbKUi
HallloHaNbHUH ekoHOMIuHMH yHiBepcuteT. — X. : XHEVY, 2010.

11. Kapuernu, 1. Kak mnpuoOperars Jpy3eil M oOka3plBaTh BIMSHME Ha Jrofe. M.:
[Ipoceemenue, 1991.
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https://pns.hneu.edu.ua/course/view.php?id=5440

12. TIus, A. S3wIk xectoB. /IlepeBon ¢ anra. — M.: Mogek, 1998. —218 c. ¢ ui.

13. Bwucon, I'., Makknadmun, K. f3bIk sxectoB — myTh K yenexy. — CII6.: U3a-Bo "Tlutep",
2000.

14. [enooii atuker. /ABTop-coct. M. Adanacwes. — K.: AnpTopec, 2000.

15. Cipka, A. fIx npoBagutu GizHec 3 amepukaHisivu 1 kanaausmu. — K.: YKCII, "Ko63a",
1998.

16. Bbpaysn, JI. Umumx — nytsh K ycnexy. — CI16.: U3a. "ITutep", 2000.

Information resources
17. Business Ethics and Business Communications: course page on the PNS (Moodle

platform) — Access mode : https://pns.hneu.edu.ua/course /view.php?id=5440.

18. Electronic catalog of the V.I. Vernadsky National Library of Ukraine. — Access mode :
www.nbuv.gov.ua.

19. Electronic catalog of V.G. Korolenko Kharkiv State Scientific Library. — Access mode :
http://korolenko.kharkov.com.

11



