管理沟通课程教学大纲

Management Communication
一、课程基本情况

课程名称：管理沟通 

课程编号：11131682

课程总学时：24 讲课：24

课程学分：1.5

课程分类：选修

开设学期：3春
开课单位：经济管学院  工商管理系 

适用专业：学院各专业

所需先修课：无

课程负责人：何有缘

二、课程内容简介：

在世界经济日益全球化的今天，管理沟通的重要性越来越被人们所认识。建立良好的管理沟通意识，逐渐养成在任何沟通场合下都能够有意识地运用管理沟通的理论和技巧进行有效沟通的习惯，对于个人事业的成功也将起到十分重要的作用。

通过《管理沟通》课程的学习，可使学生了解管理沟通的理论框架并掌握管理沟通的基本概念与原则。本门课程的重点在于，通过各种管理沟通相关内容的模拟训练，来提高学生在个人层面与组织层面上的口头和书面沟通能力，从而为他们今后事业的成功奠定宽广而坚实的基础。

Under the scenario of globalization of international economy, it is widely recognized that Managerial Communication is critically important. It is crucially fundamental to a successful personal career that one should establish his/her consciousness of improving good Managerial Communication and fostering a good habit of applying consciously the theory and technique of Managerial Communication.

The focuses of this course are the theoretical framework, basic concepts and principles of Managerial Communication. This course aims at improving the oral and written communication skills by relative simulating training of Managerial Communication, thus path a broad and firm way to the student future success.
三、各部分教学纲要

课堂讲授部分教学内容要点、基本要求及学时数等(24学时)
第一章  管理沟通概述（4学时）

管理沟通的定义、沟通与管理的关系、管理沟通的内容和类型、影响管理沟通的基本因素。重点讲授管理沟通对于事业成功的重要性、影响管理沟通的基本因素、有效的沟通策略。

第二章  沟通与认识自我(4学时)

影响自我发展的各种消极因素、正确化解消极因素的途径、抛弃借口与正确认定自己。重点讲授各种消极因素的危害、借口所导致的惰性以及正确认定自己对于有效沟通的意义。

第三章  沟通与建立自信(4学时)

人人都有无限的开发潜力、建立自信是开发潜力的关键、培养自信心的途径和方法。重点讲授抑制潜力开发的各种因素、掌握建立自信的实用方法。

第四章  沟通与控制情感（6学时）

情感管理的重要意义、清除忧虑情感的方法、控制愤怒情感的方法、战胜挫折情感的方法。重点讲授情感管理对于有效沟通的意义、清除忧虑与战胜挫折情感的实用方法。

第五章  沟通的实用方法（6学时）

理解他人的艺术、善于倾听的艺术、勤于赞扬的艺术、应对批评与冲突处理的艺术。重点讲授理解他人是沟通的基础、倾听和赞扬他人是交流的有效手段以及应对批评与冲突处理的基本要点。

习题作业安排

各章均有若干个习题，要求学生都要及时完成，并交教师批改。教师对学生作业中出现的普遍性问题及时给予辅导、解答。

四、使用教材及参考书�

教  材：自编讲义； 
参考书： 《管理沟通教程》，康 青等编，立信会计出版社，2004年。 

执笔人：何有缘
审定人：侯云先

2009年11月12日制定（修订）

Management Communication

1. Course Overview

Course Title: Management Communication

Course Code: 11131352

Course Total Hours: 24

Course credits: 1.5

Course Category: Elective

Open Term: Spring

Starting units: College of Economics and Management, Department of Business Administration

For specialty: Full Court of the Specialty

Prerequisite required: None

Course Person in charge: He Youyuan

2. Course Introduction

Under the scenario of globalization of international economy, it is widely recognized that Managerial Communication is critically important. It is crucially fundamental to a successful personal career that one should establish his/her consciousness of improving good Managerial Communication and fostering a good habit of applying consciously the theory and technique of Managerial Communication.

The focuses of this course are the theoretical framework, basic concepts and principles of Managerial Communication. This course aims at improving the oral and written communication skills by relative simulating training of Managerial Communication, thus path a broad and firm way to the student future success.

3. The Outline of the teaching

Chapter 1 Overview of Management Communication (4 hours)

    Definition of management communication, relationship between communication and management, content and type of management communication, factors of interfering communication. Focus on teaching the importance of communication, the factors and communication strategy.
Chapter 2 Self-awareness (4 hours)

    The negative factors in self-development，ways to resolve the negative factors，abandon the excuses，correctly identify your own. Focus on teaching the hazards of the negative factors，the inertia caused by excuse，the significance of identifying your own.
Chapter 3 Establishing self-confidence (4 hours)

    Everyone has unlimited development potential，self-confidence is the key to development potential，ways and means to develop self-confidence. Focus on teaching the factors of inhibiting the development of potential，the practical method to build confidence.
Chapter 4 Control of emotions (6 hours)

    The importance of emotional management， methods to reduce anxiety，method of controlling anger，method of overcoming emotional setbacks. Focus on teaching the significance of emotional management for effective communication，the practical method to clear emotional worries and to overcome setbacks.
Chapter 5 practical methods of communication (6 hours)
    The art of understanding others， the art of listening and commending，the art of conflict management. Focus on teaching the communication basis for understanding others，the benefits of listening to and praising others，the basic elements of conflict management.
Exercise Arrangements
A number of exercises are arranged in each chapter，students must do the exercises in time and submitting to teachers marking. Teachers should give answers to common problems of exercises in time.
4. Teaching materials and reference books
Teaching materials：Handouts.

Reference book：The basis of Management Communication，edited by Qing Kang，published by Li Xing Accounting Press，2004.
Author：He Youyuan
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