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Instructor:  
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BUSINESS COMMUNICATIONS SYLLABUS
A. COURSE DESCRIPTION
The course is designed to provide a broad overview of communication as it relates to the business environment.  Fundamentals of both written and oral communications are the foundation for this course.  Students will develop techniques and practical methods for presenting ideas clearly and persuasively that will lead to sound decision making and effective teamwork.

B. COURSE OBJECTIVES

The overall objective is to equip the student to write and speak effectively in business situations.  The primary focus is on business communication foundations, written communication skills, employment messages and oral communication processes.  The completion of this course should enable the student to:

· Understand and explain the basic theory of business communication.

· Use the writing process in brief, informal, long, and formal documents to clearly communicate the intended message.

· Apply communication fundamentals to job-search requirements.

· Be more effective in oral communication skills.

· Integrate Christian Faith principles and values into the process of business communications.

C. COURSE TEXT

· Thill, John V., Courtland L. Bovèe, Ava Cross. Excellence in Business Communication, Third Canadian Edition. Toronto: Pearson Education, 2010. ISBN 978-0135119129
D. COURSE REQUIREMENTS

1. Assignment Requirements:

Any in-class assignments will be handwritten, all other assignments must be typed. All notes, rough drafts and your final draft must be stapled to a cover page or title page before handing in. All typed material is to be prepared in Chicago/Turabian style. Please follow the link if you need reminders as to the format: http://www.wisc.edu/writing/Handbook/Documentation.html.  
2. Article Reviews:

Article reviews are due at the beginning of the class. Everyone should come to class prepared to summarize and discuss the reading. Reviews are to be no more than two typed pages (double-spaced) in length. Each review should cover three areas:

· The key points 

· How the key points could apply in actual situations you might encounter in the work environment.

· Your assessment of the article’s points.

3. Writing Workshop October 5, 9:50 – 12:15 

How to Do Academic Research and Write Excellent Papers
All students, and especially new students, should attend this helpful workshop. At various points during your time as a Providence College student you will be expected to submit research and writing assignments. This workshop will help you excel in these tasks.

· You may choose to write a report of the workshop as an alternative to one of the article reviews, though the assigned article must be read in preparation for class discussion. Follow the guidelines noted above, including a brief analysis of the oral presentation.    
4. Regular Assignments:
Assignments are scheduled throughout the course and will primarily be an exercise from the text or another appropriate exercise that applies directly to the material being studied.
5. Study Groups:

You will be divided into small study groups, with membership decided by the instructor after the first class.  These groups are expected to meet at least once per week.  Each study group will be expected to:  

1. Share study notes.

2. Proof-read each others’ writing.

3. Discuss reading assessments and other written materials as required.

4. Analyze and present cases together.

6. Group Work Reflection:

The reflection is a 2-3 page discussion of group communication. You should indicate:
1. How communication was used effectively and ineffectively in your group.
2. What might have been handled differently.

3. What have you learned through this experience.
7. Group Case Studies 

Case Study Written Report (5 pages)

1. A title page which includes: Case title; Course number and title; Date submitted; Group number; and Group members’ names. 

2. A summary – one-paragraph situation analysis that summarizes the situation facing the case protagonist and the decision they must make to address that situation

3. An analysis of the alternatives available (approx. 1 page)

4. A summary of theoretical issues applicable to this situation (approx. 1 page)

5. An analysis of how those issues apply to this particular situation (approx. 1 page)

6. A Christian perspective on this particular situation (approx. 1 page)

7. A recommended decision and a course of action to implement that decision (approx. 1 page)

8. References (if materials are referenced in the body of the report)

Case Study Oral Presentation (5 minutes plus discussion)
Each group will also be required to make a five-minute PowerPoint presentation of their case report to the class, on the day it is due, and then to lead the class in a discussion.  The purpose of the presentation is not to reproduce the written report, but to effectively orally communicate, and therefore the presentation should consist of only:

· A brief problem statement

· A recommended alternative

· A listing of the alternatives considered

· The pros and cons of each alternative considered

· An explanation of why the group is recommending its alternative

· 2 or 3 questions for the class to discuss

8. Final Project
Students will work on a Running Case throughout the semester by completing all of the tasks in written format (ie. letters, PowerPoint, interview script, etc.). You should discuss the cases in your groups and receive feedback on their tasks, but will submit your own individual project for assessment. Submissions should include all communiqués along with a defence for the choices made in each communiqué.
On the due date, all students completing the same Running Case will meet (in-class) to discuss what they have learned. Students will present their case and their conclusions by way of a discussion. 
E. GRADING SUMMARY 

Numeric grades will be converted to letter grades by applying the following scale:

Excellent
A+   
4.0 
>92


A

85-92


A-

80-84

Very Good
B+
3.5
77-79

Good
B
3.0 
73-76


B-

70-72

Satisfactory
C+
2.5 
67-69

Adequate
C
2.0 
63-66


C-

60-62

Marginal
D+  
1.0 
57-59


D

53-56


D-

50-52

Failure
F 
0.0 
 <50

	Group Work
	Individual Work

	Case Studies
20%

Reflection                                 10%
	Participation                                5%

Article/Workshop Reviews       20%

Assignments
20%

Final Project
25%

	Total
30%
	Total 
70%


F. COURSE POLICIES 

In addition to the policies outlined in the Student Handbook, full text to the academic policies, procedures and regulations of Providence College can be found online or in the Library, Admissions Office, and the Dean’s Office.

1. Class Attendance & Participation Policy

Students are expected to come to each class having prepared the material assigned and ready to participate in class discussion.  Material covered in each class builds on previous concepts and therefore it is important to attend all classes. Class participation will be expected and includes voluntary comments and solutions to problems assigned for in-class discussion. The professor reserves the right to call upon students as she sees fit.  

Students are expected to share concepts, information, and experiences. It is important to point out, as stated by Robbins and Langton (1999)
. Participation includes:

· providing summaries;

· making observations that integrate concepts and theories;

· citing relevant personal examples;

· asking key questions that lead to revealing discussions;

· engaging in devil's advocacy;

· disagreeing with the instructor or the group when the difference of opinion serves as both counterpoint and exploration on all sides of a concept, theory, issue or practice;

· being an active participant in group discussion;

· working with others to come to a common understanding of topics.
-Furthermore, it is important that each student use self-control to avoid dominating class or group discussion, as well as to practice and develop excellent listening skills.  
2. Late Assignment Policy

Due dates for specific assignments and quizzes are detailed on the class calendar. Assignments will not normally be accepted late. Assignments will be collected at the beginning of class on the day they appear in the class calendar. Penalty for late assignments can be worth from 10% to 100% of the mark, depending on the importance of the lateness and on the nature of the assignment.

3. Academic Integrity
Each student has the responsibility to read and be aware of the Providence College Policy related to plagiarism, and cheating. You may lose part or all of the term marks for this course if you are found guilty of plagiarism or cheating as defined by Providence College policy.
G. COURSE SCHEDULE 

	Date
	Topics
	Readings Due
	Assignments

	Sept   9
	Syllabus / Introduction

Foundations of Business Communications
	1
	

	Sept 16
	Communicating in Teams (handout Ch. 6)

What is the Three-Step Process?
	2

4
	

	Sept 23
	How to write a Business Message

Writing the Finished Product (handout Ch. 2)
	5

6
	Article Review (Ch. 6)

	Sept 30
	Working with Memos

Cross-Cultural Communication
	7

3
	

	Oct    5 
	WRITING WORKSHOP
	
	

	Oct    7
	THANKSGIVING BREAK
	
	NO CLASS

	Oct  14
	Oral Communication

Cross-Cultural Communication
	14
	Workshop / Article Review (Ch. 2)

	Oct  21
	Routine Messages

Servant Leadership
	8
	

	Oct  28
	How do you Convey Bad News?

Group Presentations
	9
	Case Studies

	Nov   4
	Group Presentations

Difficulties in Teamwork
	
	Case Studies

	Nov 11
	REMEMBRANCE DAY
	
	NO CLASS

	Nov 18
	Persuading People
	10
	

	Nov 25
	Business Reports & Proposals
	12
	Reflection

	Dec   4
	Searching for Employment 

Resumes & Interviewing
	15

16
	Final Project

	Dec  11
	Final Project Presentation

Course Review
	
	

	Dec 16
	(EXAM WEEK – NO EXAM)
	
	


� Robbins, Stephen P. and Nancy Langton. Instructor's Resource Manual, Organizational Behaviour: Concepts, Controversies, Applications. Canadian Edition. Scarborough: Prentice Hall Canada, 1999. p. XI 





