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Course Overview

This is a survey course of communications skills needed in today’s business environment. Course content includes writing memoranda, letters, reports, resumes, and electronic messages; writing for social media; writing reports, delivering oral presentations; and developing interpersonal skills. Critical thinking and problem solving skills are emphasized. We will spend time exploring the social media landscape and how it applies to business communications.
Course Objectives and Student Learning Outcomes
At the conclusion of this course, students will be able to: 

1) Write clearly and concisely in professional language.

2) Compose (and critique) letters, memos, and electronic communications for specific business purposes, using prescribed formats and correct grammar.

3) Communicate orally, both informally and formally.

4) Understand the key role of communication in business and the importance of technology in business communication today.

5) Prepare a formal business report by identifying a business problem, conducting research (including the Internet), analyzing alternative solutions, recommending a course of action, and presenting the information in a professional manner.

6) Participate effectively in collaborative writing efforts.

7) Enhance awareness of the importance of nonverbal communications and listening skills in achieving successful communication.

8) Identify and employ the skills needed for effective interpersonal and small-group communications.

9) Expand awareness of selected business communication legal and ethical issues.

10) Identify the impact of diversity and culture in business communication and implement strategies for multicultural understanding.
11) Demonstrate skill in using social media

12) Prepare an effective application letter and resume
Textbook
Courtland L. Bovee and John V. Thill, Business Communication Today, (11th Edition) Upper Saddle River, New Jersey: Pearson Education, 2012.

NOTE: This textbook is one of the most up-to-date, relevant sources available to us. The author’s will help us develop world-class communications skills while also introducing us to various aspects of social media including blogging, wikis, LinkedIn, Facebook and others.
Moodle:  All Assignments, Course Syllabus, Grades, Discussion topics, will be posted on Moodle. 
Grading

Your course grade will be determined on the following basis. Each aspect of your grade is explained in greater detail on the following pages.  

Category:  

Class Attendance & Discussion

15%

Written Homework Assignments

25%

Short Quizzes




25% 

Final Report-Group Writing Project

& Presentation




35% 

TOTAL




100%

Class attendance & discussion: Treat this class as you would a job.  Attendance is expected, as is promptness. It is a signal of your commitment to the course. If you are unable to attend for some reason, please provide a short paper on the readings provided for each week. 
In-class discussions are your best opportunity to demonstrate that you are thinking about the topics covered in class and relating these topics to one another and to material learned in other classes. 

You should be at least as concerned with the quality of your contributions to class discussions as you are with the quantity of these contributions. The class sessions will focus on student activities including discussions of current, relevant issues found in the business journals, communication problem solving activities, role playing activities and business communication strategies of case studies.
Written homework assignments: There will be written assignments given and due for every class period. They need to be typed and a digital file sent to me. Unless there are extenuating circumstances late assignments will not be accepted. Assignments will be based on questions, exercises and cases from our textbook. These will represent 25% of your grade.
Short quizzes: Short quizzes will be given during each class session for the term. They represent 25% of your grade so be sure and read the assigned chapters for each class session.
Formal Report-Group Writing Project: The largest assignment for this class will be a formal, team report. This will consist of a written report and an oral, in-class presentation. Since this will be a team project, a peer evaluation process will be part of this exercise. This report should be no more than 10 pages in length.
We will draw a company  (during the January 18th class period) from the following list. You are to provide an analysis of an important business communication challenge or opportunity they are facing or have faced;

1. Netflix



2. RIM (Blackberry)
3. Amazon
4. IBM
5. Bank of America 
6. HP

7. Verizon
Please form a group by January 18th. Groups will have up to 3 members each.  

A pre-proposal (3 to 4 double-spaced pages) discussing the topic your project will address is due on February 6th. This pre-proposal should describe the problem or issue you will address and also indicate the general technique you plan to use.  More importantly, the proposal provides an opportunity for you to receive feedback before you complete the bulk of the work for your final proposal. You will receive more useful feedback if your pre-proposal is more detailed. Make sure your spelling and grammar are correct. Errors here can cause an otherwise great paper to be mediocre.
Final project write-ups and presentations are due on March 7th. Please include a title page with all group members' names, be sure to cite any references you use, and please do not exceed 10 pages. Please number your pages.   The title page, charts, tables, appendices and references do NOT count toward your 10-page limit.

These projects will be presented in class on March 7th.  The rest of the class will be responsible for asking questions during these presentations and for providing their evaluations.  These class evaluations will be incorporated into your presentation grade. This presentation and report will represent 35% of your grade.





CLASS SCHEDULE
Date
                      Chapter
                                                  Topical areas/Activities
	January 9
	Introduction

Achieving Success 

Through Effective 

Business 

Communication

Chapter 1
	Class overview
Introductions
‘Grab bag’
Homework Assignment:

Page 31--Questions 1 & 5 (in class)
Quiz example and overview

	January 11
	Team Building
Chapter 2 


	Homework Assignment:

Page 56--Question 2 (LinkedIn)

Page 57--Question 1 or 2 (role play)

Page 59--Listening
Visit by NathalyKolp (LinkedIn) 
Quiz

	January 16

	Martin Luther King Holiday
	No class


	January 18
	Communicating in a World of Diversity

Chapter 3


	Homework Assignment;

Page 83—Questions 1 & 8 

Dr. Beer (Dean of SMU School of Business visiting class) and Dr. Dvorak (Associate Dean of Extended Learning)
Quiz

Draw companies for Formal Group Project

	January 23
	Planning Business Messages

Writing Business Messages

Chapters 4 & 5


	Homework Assignment:

Page 111--Questions 3 & 4 and 6 (in class) 

Page 141--Questions

Quiz



	January 25
	Completing Business Messages

Crafting Messages for Electronic Media

Chapters 6 & 7


	Homework Assignment:

Page 171--Question 19 

Page 207--Questions 2 & 4

Page 209—Questions 1 & 4

Visit by Nathaly Kolp (Twitter)

Quiz

	January 30
	Writing Routine & Positive Messages

Chapter 8
	Homework Assignment:

Page 239—Question1 (blogging)

Page 240--Question 7 (letter writing)

Page 242—Question 15 (email)

Page 244—Question 20 (blogging)

Quiz

	February 1
	Writing Negative Messages

Chapter 9
	Homework Assignment:

Page 275-Question 4 (email)

Page 275--Question 6 (blogging)

Page 277—Question 13 (blogging)

Page 277—Question 14 (social networking)

Quiz

	February 6
	Writing Persuasive Messages

Chapter 10
	Homework Assignment:

Page 306—Question 1 (micro blogging)

Page 308--Question 9 (email)

Page 310—Question 15 (web writing)
Quiz

	February 8
	Finding, Evaluating & Processing Information

Chapter 11
	Homework Assignment:

Page 337 --Question 8  (online monitoring)

Page 338 –Question12  (Interviews)

Page 338 --Critique Professionals (Netflix)    
Quiz

	February 13
	Designing Visual Communication

Chapter 12
	Homework Assignment:

Page 367--Question 7
Page 367--Question 11
Quiz

	February 15
	Planning Reports & Proposals

Chapter 13
	Homework Assignment:

Page 398 --Question 7
Page 398 --Question 11
Quiz

	February 20


	President’s Day

Holiday
	No class

	February 22
	Writing Reports & Proposals

Completing Reports & Proposals

Chapters 14 & 15
	Homework Assignment:

Page 423—Questions 11&12
Page 461—Question 8

Page 464—Question 12
Quiz

	February 27
	Developing Oral & Online Presentations

Chapter 16
	Homework Assignment:

Page 490—Message 16.A

Page 492--Question 5

Quiz

	February 29
	Enhancing Presentations with Slides

Chapter 17
	Page 516—Question 1 ‘Designing Effective Slides’

Page 517—Question 7

Quiz

	March 5
	Writing Resumes

Interviewing for Employment

Chapters 18 & 19
	Homework Assignment:

Page 545---Question ‘Message for Analysis’

Page 577 ---Question 4

Page 579—Question 6 

Quiz

	March 7
	Final Presentations
	Final Paper & Presentation due tonight
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