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Cours sur la communication et la rédaction administratives
"lectures on administrative communication and writing."”
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The success of an organization, whether professional, educational, social, or
economic, in achieving its goals depends on the effectiveness of its communication
processes, both internally and externally. Administrative communication plays a
crucial role in addressing issues within the organization, assisting in sound decision-
making, and fostering strong working relationships between supervisors and
subordinates, as well as among employees and their peers.
The organization’s productivity is strongly linked to the effectiveness of its
communication processes, which help employees, understand the organization’s goals
and collaborate constructively to achieve those objectives.
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Content and Purpose: The course combines theoretical and practical aspects,
reflecting various elements of administrative communication such as writing
administrative reports, preparing official correspondence, drafting meeting minutes,
creating memos, and more.
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Main Objectives :
1. Understanding Communication Concepts: The course aims to explain
communication concepts to students, clarifying general issues that make the
communication process more comprehensible by explaining its elements, components,
types, models, characteristics, and barriers. Additionally, it aims to clarify some
concepts related to administrative writing , such as, how to draft an administrative letter
correctly and how to differentiate between various types of administrative
correspondence.
2. Mastering Communication Tools: The course equips students with knowledge of
communication tools and the ability to control administrative writing techniques. As
administrative writing is a key communication tool within institutions, it follows
specific principles, formats, and formalities that must be adhered to when drafting
different documents, which play a critical role in various public institutions,
administrations, and public services.
3. Enhancing Administrative-Writing Skills: The course provides students with the
tools for administrative writing and enables them to produce proper administrative
documents through sufficient knowledge of the language used in drafting. Incorrect
language use can lead to miscommunication, which may sometimes pose risks,
especially when errors in expression or phrasing occur. Administrative language is not
cryptic but relies on commonly understood terms that must be clear to others.
4. Assessing Writing Proficiency: The course helps evaluate the student’s ability to
write administrative documents accurately and clearly.

5.Improving Communication Skills: The course focuses on developing
communication skills by training students on how to prepare, design, and draft various
administrative documents.
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""The Importance of Teaching the Scale':

1. The course provides educational institutions and employers with an objective
method for assessing students' communication and administrative writing skills.

2. Preparing a well-equipped student to face the writing challenges in professional life,
where managerial skills are essential in a career context».

3. The course serves as a valuable tool for measuring and developing students' writing
and communication skills, preparing them for administrative tasks in various
professional fields.
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General Introduction to Administrative Communication
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The first axis: Administrative Communication - Concept, Characteristics
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