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PROGRAM DESCRIPTION  

 

This course is designed especially for Business and Marketing majors. It is the study of the mastery 
of parts of speech, sentence construction, effective writing and speaking, and the principles of 
punctuation and capitalization. The minimum essentials for business correspondence are reviewed.  
 
PROGRAM OVERVIEW  

 

The BCE PROGRAM is intended to help students become completely confident in their ability to 
speak and write standard English, the style of English that is most likely to lead to success in their 
business, professional, or technical career.  
 

Objectives: 
English proficiency and business communication skills and to expand their 
cross-cultural business awareness for work in the international arena 

 
BCE is a non-degree certificate program for busy professionals and students who are willing to invest 
48 weeks for language and cross-cultural business communication training. In addition to practical 
classroom training, events such as business lectures, site visits, guest speakers, community activities, 
and individual, team, or sustainability business action research projects are an integral part of the 
program. Through these activities, the BCE program puts participants in direct contact with the 
business community, building competence as well as confidence in doing business internationally.  
 
BCE participants may be eligible to enroll in additional courses at the university.  
 
PROGRAM GOALS  

 
After completing this program, the student should be able to:  

A. Produce mailable copies that are accurate in every way.  
B. Develop skills in listening, proofreading, and language arts (word usage, spelling, and 

punctuation).  
C. Utilize appropriate reference sources when questions arise.  
D. Apply and build on abilities obtained in previous Office Administration courses.  



 

INSTRUCTIONAL STRATEGIES  

 

The lecture/demonstration method is used to illustrate the techniques of effective equipment usage 
and problem-solving applications will be used. Students will "learn by doing" the lessons as 
presented in class and by completing assignments listed on the assignment schedule. The instructors 
will demonstrate and explain concepts using a computer projection panel and overhead 
transparencies. Classroom lecture with question-and-answer sessions are supervised during lab 
assignment sessions. 

COURSES LIST  

 

Business Writing 
 

1 - 3 credits 
Business Communication 3 credits 
Cross-Cultural Communication Skills 3 credits 
  
Business Writing 2 - 3 credits 
Business Case Studies 3 credits 
Business Presentations 3 credits 
  
Business Writing 2 - 3 credits 
Business Interactions 3 credits 
Sustainable Business Practices 3 credits 

 
COURSE DESCRIPTION:  

 

Business Writing- 1 begins with an overview 
of general business correspondence such as 
email and formal letter writing. The instructor 
then guides the participants through the 
process of preparing for and writing their 
individual Business Action Project reports. 
Participants narrow their topics, conduct 
background research on their topics of 
interest, discover and select appropriate 
business contacts, and write up their findings 
and conclusions. The session ends with each 
participant submitting the final written report.  

 
Business Communication emphasizes effective spoken communication, focusing primarily on 
practicing language for business social situations such as meeting someone for the first time, 
engaging in small talk, networking, telephoning, and dining out. The goal of the course is to increase 
spoken fluency and listening comprehension for business purposes. Vocabulary building and 
pronunciation are integrated. The course also reviews the language the participants will need to 



 

interview business professionals. The participants visit various businesses related to their Business 
Action Project report and interview business professionals at these companies. The session ends with 
each participant presenting his/her Business Action Project, which will be digitally recorded and 
evaluated.  
 

Cross-Cultural Communication Skills analyzes 
the role of culture in communicating with 
business people from other cultural backgrounds. 
Participants gain awareness of the effects of 
culture and an understanding of cross-cultural 
concepts through extensive discussion and 
reading. Participants learn to identify the major 
cultural characteristics that influence business 
practices and decisions around the world. Through 
discussion and role playing, participants gain 
insight into how to communicate effectively with 
business associates from different cultures. 
Participants explore the effects of culture in such 
areas as marketing strategies, negotiating, 
decision-making, leadership, and sales.  
 

Business Writing -2 teaches participants to convey information in clear, concise language and to 
improve editing skills. Some of the types of writing participants complete include letters, emails, case 
study analyses, and business proposals. The instructor then guides the participants through the 
process of preparing for and writing their team Business Action Project reports. Team members 
narrow their topics, conduct background research on their topics of interest, discover and select 
appropriate business contacts, and write up an analysis of a company with recommendations and 
conclusions. The session ends with each team submitting the final written report.  
 
Business Case Studies and Negotiations centers on analysis and discussion of case studies and 
participation in business meetings. Participants study useful interaction language for participating in 
and leading meetings based on the case studies. Meetings are digitally recorded so that students can 
evaluate their strengths and challenges. Participants continue to build vocabulary, spoken fluency, 
and listening comprehension, while paying more attention to accuracy.  
 
Business Presentations focuses on building effective business presentation skills. It emphasizes both 
the language skills and delivery techniques needed for successful presentations. Participants give a 
variety of formal and informal presentations, which are digitally recorded to allow each participant to 
address his/her own challenges and gain confidence in speaking publicly in English. The final 
activity is a PowerPoint presentation of the participant’s findings from the Business Action Project.  
 



 

Business Writing -3 prepares participants to correspond with ease with American business 
professionals in the area of sustainable practices. In particular, specific vocabulary and word 
collocations related to sustainability will be discussed. Finally, the instructor will guide the 
participants through the process of preparing a final project which will lead to increased awareness in 
the consciousness of people in their own company or country regarding sustainability.  
 
Business Interactions focuses on effective communication and is geared towards discussion of 
sustainability. This course allows students to increase spoken fluency and listening comprehension 
for business purposes. Participants also engage in a practice business lunch which prepares them to 
host a lunch with a local business professional. Vocabulary building and pronunciation are 
integrated. Participants visit various businesses related to their final project and interview business 
professionals at these companies.  
 
Sustainable Business Practices centers on analysis and discussion of case studies of companies in 
Santa Clara, the United States, and around the world that have "gone green." participants also study 
useful interaction language for participating in and leading meetings based on the case studies. Guest 
speakers from local sustainable businesses add a further dimension to the course.  
 
PROGRAM COST  

Application fee:   $80.00  
Tuition fee per credit:   $250.00  
Total Program tuition fee:   $6750.00  
 

Books and Supplies:   $1200.00  
 

 

 

 



 

 
 
 

THE INSTITUTION 
 
California Takshila University is a global think-tank style learning institution, located in the 
center of Silicon Valley, California. The university is driven by its motto - Tamaso Mā 
Jyotirgamaya - (Lead us from Darkness to Light). It has emerged from nine years of academic 
and professional activities in the high-tech and biotech industries. Until recently it offered 
educational trainings, workshops, and entrepreneur boot-camps under Biopreneur, an 
organization for professional development. California Takshila University offers graduate degree 
programs, general education, services and activities to enhance the academic and personal 
development of students.  
 
Mission: The mission of California Takshila University is to provide students with a 
multidisciplinary and intercultural understanding of the world that enriches their lives 
while participating actively in the global marketplace of commerce, culture, and 
technology.  
 



 

Vision:  Our vision is to promote and achieve educational perfection making each student 
module for social change, adaptable and perfectionist to the changing facets of the 
society. Our graduates prepare to be adaptable to the changing aspects of global 
challenges and opportunities.  
 
Why Choose  Cal i fornia  Takshi la  Un ivers i ty?  

 
California Takshila University a great place to study.  
 
It’s an exciting, friendly and purposeful institution in the center of Silicon Valley, California. We 
get to know our higher education students as individuals 
 
• We offer a supportive environment with small class sizes, individual support and a 
comprehensive tutorial system  
• Experience excellent facilities including direct access to large group of diverse industrial 
entrepreneurial ventures and SMEs.  
• Keep in touch with industry standards and developments through our strong links with local 
and regional employers.  

 

Maturity, Character & Ethics = Takshila 
 

“TEACHING MODEL” 
The first duty of a university is to teach wisdom, not a trade: character, not technicalities. We 
want a lot of engineers in the modern world, but we don't want a world of engineers."  

Winston Churchill, University of Copenhagen, 10 October 1950  

 

What We Do  

• To help students learn about themselves, others and the great questions and responses of the 
philosophical traditions.  

• To inspire students to think deeply, live well, and grow in understanding.  

• To hope students want to learn more than we can possibly teach.  

• To create an environment in which we learn together.  



 

• To leave students feeling they have succeeded.  

• To expect the best in students and ourselves.  

• To help students apply what they learn to their lives.  

 

What We Bel ieve  About  Learning   

• We believe students learn best when they teach each other.  

• We believe students learn best in small groups or teams.  

• We believe students learn best when they respect one another.  

• We believe students learn best when they are expected to do well.  

• We believe students learn best from teachers who are students.  

• We believe students learn best when they are challenged to think, feel, and do.  

• We believe students learn best when they enjoy learning.  

• We believe students learn best when they can relate learning to their lives  

 

We’re committed to  ensuring your success .   
 

Silicon Valley – San Francisco: Place of History, 
Innovation and Progressive Minds 

 
“Silicon Valley is the only place 

on Earth not trying to figure out how to 
become Silicon Valley” - Robert Metcalfe 

 

Silicon Valley is at the south of San Francisco 
Bay Area, named after silicon chip integrated 
circuit innovation and manufacture. Now it is 
world’s one of the largest high tech business 
sector, a leading hub for high tech innovation and 
development. It accounts for one -third (1/3) of all 
venture capital investment in USA.  



 

San Francisco bay area is a historic yet modern metropolitan with a reputation for an 
outstanding quality of life. 

 
 
 A busy city with a range of theatres and cinemas; fantastic shopping; modern sports and 

fitness clubs; lively art scenes; Cathedral and historic quarters; excellent range of 
traditional and modern bars, restaurants and cafes  

 A stunning countryside, the redwood coast, rugged moorland and beautiful coastlines 
and beaches  

 Travel around the rest of the USA and Canada with rail, bus and air links. San Diego 
and Seattle are less than 4 hours' away by train and Airport offers links to cities in the 
USA, Canada and other international destinations.  
 

 

 

 

Contact Info: 

2953 Bunker Hill Lane, Suite 400, Santa Clara CA 95054 
Fax: 408-689-7749    Tel: 408-689-2275 

Email:  info@ctuniv.org 
 


