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In association with Eastern Arizona College

Communication for the Occupations
Fall 2006
Course Information:  
Course Prefix/Number:  BUS 160




Dept/Course Title:   Communication for the Occupations
Class Days/Times/Room:  Tuesday 5:30pm – 6:50pm




Credit Hours:  3 credits

Transferbility:  
Within Arizona: ASU as an elective credit; NAU for BA 350 (meets the written 


communication requirement but will not be considered an upper division business 


elective; and U of A as a DEC (Departmental Elective Credit) in Communications 

Prerequisites:  ENG 100 or higher


Required Assessments:  Pre/Post Test = 100 questions = 100 points  





Teaching Format:  3 hour lecture hours per week
Methodolgy:  Classroom presentation on campus laboratory and clinicals.  Simulated or actual work experience.  
Instructor Information:
Name:

Cindy Barnes
US Mail:
Gila Community College

 

San Carlos Campus


Tonto and Mesa Drive


San Carlos AZ 85550
Phone/Voice Mail:    
(928) 475-5981
E-mail: 

cindy.barnes@eac.edu  URL:  http://teach2.eac.edu/barnes/index.htm
Availability:
Please contact me at anytime either by phone (928) 428-2871 or email address above
Office hours:      I will be on campus on Tuesdays & Thursdays from 4:00pm – 7:00pm 
Instructional Materials: 
Required Text: Guffey Mary Ellen.  Essentials of Business Communication.  Edition: 7th.  Publisher: South-Western. Year: 2004. Required.  
· Computer connected to the Internet & an email account.  If you do not have an email account please go to Yahoo and sign up.
· Browser Microsoft Internet Explorer or Netscape Navigator 7.0 or higher. Operating System: Windows 98/XP/03 or some compatible system. If you do not have Microsoft Word, please save as rich text format if you are sending materials to the instructor electronically.

· The learner is required to submit an e-mail address to the instructor to be used during the extent of the course. I check e-mail daily. I will respond within 24 hours by e-mail.
· Students are required to bring portable storage media for file storage. USB drives are preferred. Floppy disks and writeable CDs are also acceptable.
Note: The Gila Community College Bookstore can be accessed and books ordered via the Internet at www.gilaccc.org.

Communication for the Occupations
Course Syllabus

Educational Value:  This course provides occupational students with the knowledge and skills that they will need for effective communication in business; it helps general education students develop literacy as it relates to written and oral communication; and it helps all students experience greater satisfaction in developing interpersonal relationships and creating favorable impressions.  
Description: The study of oral and written communication in the occupational setting.  
Course Objectives:
Upon successfully completion of the course, each student will be able to: 

· Analyze the communication process

· Use effective listening skills

· Identify issues of communicating globally

· Sharpen writing skills

· Speak correctly, tactfully, and convincingly in oral communication situations.  

· Deliver well prepared oral presentations

· Write effective business correspondence

· Identify technologies that can be used in communicating

· Write reports and special communications

· Prepare a resume and a letter of application that reflects individual career goal  
CLASS ENVIRONMENT
The outline and structure of this course creates a set of common expectations for your work. Here are some general considerations I wish to emphasize:

· Attendance:  The attendance policy for this class is simple.  You are all adults who have in some form paid for this class.  If you do not wish to come to any session, you do not have to attend.  However, it is your responsibility to make up what you have missed by not attending.  If something happens that is going to cause you to fall behind, contact me immediately. 

· Workload:  Students are expected to spend an average of 8 hours per week attending class sessions, doing assignments and research, reading and preparing for exams.  The standard Carnegie Unit of college credit assigns one credit hour for each 15 hours of class time and assumes that students spend two hours working outside the classroom for each hour of classroom instruction.  For at three-credit course, this translates to 135 hours per semester or an average of nine hours per week for a 16-week semester.
· Guidelines:  Please read all guidelines for Eastern Arizona College. You will be responsible for knowing the guidelines, policies, and procedures of Eastern Arizona College. The information can be found at the Eastern Arizona College website http://eac.edu/ 

· Classroom Behavior:  Students creating disturbances that interfere with the conduct of the class or the learning of others will be asked to leave.

· Relationship:  The relationship between learner and faculty is important. While instructors are responsible for teaching course content, we also serve as mentors to assist in your continuing education and socialization into the profession of business. Feel free to discuss your particular needs with me.

· Philosophy:  I believe your educational experiences should be both beneficial and enjoyable.  I believe the ideal attainable situation is one where the students and the instructor look forward to class with eager anticipation.  The only way this can be attained is through class preparation by everyone and a permissive class atmosphere.  
Important Phone Numbers:

Gila Pueblo Campus: 928-425-8481 or San Carlos Campus 928 475-5481
Communications for the Occupations
BUS 160 Grading Policies
Academic Integrity: 
· Violations of scholastic ethics are considered serious offenses by Eastern Arizona College, the Computer Department and by your instructor. Students may consult the EAC Student Handbook sections on student code of conduct, on scholastic ethics and on the grade appeal procedure.  Copies are available at all campuses.

· All work done for this class must be your own.  While you may discuss assignments with other class members, the final written project must clearly be your own.  You may use work from books and other materials if it is properly cited.  Copying from a book without proper reference or from a person under any circumstances will result in an F for the assignment, and at the instructor's discretion, possibly an F for the course.
· Students are expected to abide by the Student Code of Conduct and the Scholastic Code of Conduct found in the Eastern Arizona College Student Handbook. Copies are available at GCC campus library.

ADA Compliance: 

Gila Community College District strives to comply with the provisions of the Americans with Disabilities Act and Section 504 of the Rehabilitation Act. Students with disabilities requiring special accommodations must notify the instructor of this need or directly contact the Disabled Student Resources Office on your campus at the beginning of the semester. 
       Classroom Behavior: 

· Because of insurance limitations, non-registered visitors are not allowed at class sessions or on field trips.

· Possession of drugs, alcohol or firearms on college property is illegal.

· Eating, drinking, smoking and soliciting are not allowed in classrooms.

· Pets, telephones, pagers and other electronic devices that distract students are not allowed in classrooms.

· Students creating disturbances that interfere with the conduct of the class or the learning of others will be asked to leave.

Instructor Withdrawals:  

The last day for a student to initiate an official withdrawal from a semester-length course and receive a “W” grade is six weeks prior to the last Friday before final exams.  The instructor will not initiate a withdrawal from a semester-length course.  It is the student’s responsibility to withdraw from their course, not the instructors.  Withdrawal for Short-Term and Open-Entry Exit course is the last day of the class.
I find grading the most difficult of all teaching tasks.  However, I have a responsibility to evaluate a student’s academic performance.  Accordingly, my grading rationale will be calculated as follows:
	Grade 

	Percent 

	Total Points


	A

	90% - 100%

	900 – 1000 


	B

	80% - 89%

	800 – 899 


	C

	70% - 79%

	700 – 799


	D

	60% - 69% 

	600 – 699 


	F

	0% - 59% 

	000 – 599



	
	Assignments 

Points

Written
 250
Oral
 250
Tests
 400
Final 

 100

Total Points 

 1000



Ultimately your grade will be based upon the above and my overall judgment as to your level of performance and understanding of the subject.


Final Grades:
   Final grades can be requested by contacting the EAC Records and Registration Office at 1-800-678-3808, ext. 8270
   On Line:  Log on to www.gilaccc.org and lick on Gila Hank Online to access GCC/EAC’s real time internet registration system.

   For more information contact GCC administrative offices at 425-8481.   

Technology is playing an increasingly important role in organizations.  We will be utilizing technology (e-mail, electronic presentations, World Wide Web) throughout the course.  E-mail is the most reliable way to get in touch with me. 

· Housekeeping:  Please email me cindy.barnes@eac.edu with the following information:  
Name

Course Number in Subject Line (i.e., BUS 160)

Course expectations

Work experience 

Educational background
Anything else you would like the instructor to know about you 
Click on this link so we can get familiar with our textbooks resources:  http://www.meguffey.com/site.html 
Click on the link below & save on your favorites.  We will be referring to this website often for grammar and punctuation review.  Please notice at the bottom of the page you can sign up for weekly tips.  I would like everyone to sign up for the tips.

http://owl.english.purdue.edu/handouts/grammar/index.html 
Let’s get ready for class!
Communication for the Occupations BUS 160
 Class Calendar/Schedule 

“SUCCESS IS THE ONLY OPTION”

I hear and I forget. I see and I remember. I do and I understand. -- Confucius, 551-479 B.C.

The following class schedule is developed as a guide and may change at the discretion of the instructor.   How fast the class goes and how well we cover the topics hinges on the class’ ability to absorb the material and course homework.  This course is designed for the student to take an active roll in their learning.  As technology increases so does the need to read and write more proficiently.  PLEASE ASK QUESTIONS SO YOU CAN BECOME MORE PROFIECIENT.    
	Course Week
	Assignment 

	August 21st
	1. Take Pre test

2. Read and sign syllabus
3. Send email to instructor
Email these activities to the instructor. 

	August 28th
	1. Discuss Chapter 1
2. Complete Chapter Review pages 21 -22
3. Grammar/Mechanics Checkup – page 27

Email these activities to the instructor. 

	September 5th
	Read Chapter 3 — “E-Mail and Memorandums” in Business Communication:  Process & Product, 7e

1. Complete Chapter Review pages 70 – 71
2. Grammar/Mechanics Checkup – pages 76 – 77
3. Click on the link below & scroll down to Nouns.  Read all of the Noun links & complete the exercises for each.  http://owl.english.purdue.edu/handouts/grammar/index.html   
Email these activities to the instructor. 

	September 11th
	Read Chapter 4 – “Revising & Proofreading Business Messages” in Business Communication:  Process & Product, 7e

1. Complete writing improvement exercises pages 90 – 92
2. Click on the link below & scroll down to Adjectives & Adverbs.  Read all of the links & complete the exercises for each.  http://owl.english.purdue.edu/handouts/grammar/index.html   
Email these activities to the instructor. 

	September 18th
	TEST ONE — Chapters 1, 3, and 4

Read Chapter 5 – “Corresponding at Work” in Business Communication:  Process & Product, 7e

1. Complete Writing Coach pages 120 – 124
2. Do the following activities found on pages 123 — 127: 
· Activity 5.2 Information E-Mail: Workplace Issues: 1 & 2

· Activity 5.3 Request Memos:  1 & 2.  Use the planning guide below to help with this activity: 

Primary Reader:  Relationship between Reader and Writer (Professional or Personal):  Anticipated Reader Reaction (Positive, Neutral, or Negative?):  Tone—evidence of the Writer’s attitude (Informal or Formal):  Is there likely to be a secondary reader?  If so, what should the writer consider?
3. Click on the link below & scroll down to Prepositions.  Read all of the links & complete the exercises for each.  http://owl.english.purdue.edu/handouts/grammar/index.html   
Email these activities to the instructor. 


	Course Week
	Assignment 


	September 25th
	Read Chapter 6 – "Direct Letters and Goodwill Messages" in Business Communication:  Process & Product, 7e.

1. Click on the link below & scroll down to Commas.  Read all of the preposition links & complete the exercises for each.  Also sign up for weekly tips at the bottom of the webpage: http://owl.english.purdue.edu/handouts/grammar/index.html   
2. 1.  Do the following activities found on pages 162-163: 

3. Activity 6.10  
4. Activity 6.11 
5. Activity 6.12 
6. Activity 6.13 
7. Activity 6.14 
8. Activity 6.15  
Email these activities to the instructor.  

	October 2nd 
	1. Now that you have completed the Chapter 6 Activities be prepared to discuss in class

· What are the three main points the writer is trying to make regarding the new procedures?  
· These three points should be discussed in the body of the memo--sandwiched between the opening and the closing paragraphs.
· When should a message use the direct pattern or the indirect pattern?  Why? 
· Further discussion about final research paper




	Course Week
	Assignment 


	October 9th
	Read Chapter 7 - "Persuasive Messages":  in Business Communication:  Process & Product, 7e.

Do the following activities found on pages 192-194: 

· Activity 7.7 
· Activity 7.8 
· Activity 7.9
· Activity 7.11 
· Activity 7.12
· Activity 7.13
Click on the links for Sentence Structure.  Work through all of the links under commas and complete the exercises for each:  http://owl.english.purdue.edu/handouts/grammar/index.html
Email these activities to the instructor.  

	October 16th
	TEST TWO - Chapters 5, 6, and 7

Library Assignment No. 1 (Hopefully our Librarian will be able to join us for a walk through of the available resources at the Gila Pueblo Library)

Search for 3 periodicals that pertain to our subject area. Articles should be current within the last two years and at least two pages in length.  Do not use product reviews.  Email me an appropriate MLA Bibliography of the article you found interesting
http://www.gilaccc.org/Library.htm 

The textbooks list of research tools http://www.westwords.com/guffey/research.html 
MLA formatting for periodicals - http://owl.english.purdue.edu/owl/resource/557/08/ 
 


	Course Week
	Assignment 


	October 23rd
	Read Chapter 8 "Negative Messages" in Business Communication:  Process & Product, 7e.

Do Exercises found on pages 223-228 of your textbook
8.1 

8.2 

8.3 

8.4 

8.5  

Click on the link for Apostrophes & Quotation Marks.  Read through the links and complete the exercises.  http://owl.english.purdue.edu/handouts/grammar/index.html 
Email these activities to the instructor.  

	October 30th
	Read Chapter 9 – "Reporting Workplace Data" in Business Communication:  Process & Product, 7e.

Do the following activities found on pages 192-194: 

9.1 – If you don’t have a job you can write about a job you have held or choose another activity.  
9.2 

9.4

9.12 – The instructor will put together a committee meeting.  Your task will be to record the meeting proceedings in formal minutes style.  
Click on the link and scroll down to find Other punctuation.  Read through all the links and complete any exercises.  http://owl.english.purdue.edu/handouts/index2.html#spelling   
Email these activities to the instructor. 


	Course Week
	Assignment 


	November 6th
Due on November 21st 
	TEST THREE - Chapters 8 and 9
Read Chapter 10 – "Proposals & Formal Reports" in Business Communication:  Process & Product, 7e.

2. Be prepared to discuss this chapter in class as it directly relates to your final project.

3. Library Assignment No. 2 – Ask the instructor for the library assignment.  

4. As a class we will create the format of your report.  The instructor will also have a handout that will include the techniques to format your report (create level headings, table of contents, tables insert graphs from Excel to Word.
5. Click on the link and scroll down to find Capitals & Spelling.  Read through all the links and complete any exercises.  http://owl.english.purdue.edu/handouts/index2.html#spelling   
6. Click on the links below to go through tutorials on Excel and making charts:  http://aect.ed.psu.edu/viewlets/prerequisite.htm (Depending on your knowledge of Excel you may need to go through all of the tutorials before you read about charts and graphs).  

Do Not Email these activities to the instructor. 


	Course Week
	Assignment 


	November 27th
Due on December 12th

	Read Chapter 12 – "Making Effective & Professional Oral Presentations" in Business Communication:  Process & Product, 7e.

1. Be prepared to discuss this chapter in class as it directly relates to your final project.

2. A demonstration of PowerPoint will be given by instructor.  

3. 12.10 – Tell the instructor which topic you want to present to the class.

4. Presentations are given to everyone in the class on the last week before finals.  

5. ALL ASSIGNMENTS NEED TO BE COMPLETED AND TURNED IN BY 12/12/06.   
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Thank you for a wonderful journey! Your self-learning starts from here!

"It is good to have an end to journey toward, but it is the journey that matters in the end."
--Ursula K. LeGuin
Evaluation sheet for written assignments

	Grade
	General comments: how communication goals define grades 
	Code issues: grammar, mechanics, format 
	Style issues: clarity, cohesion, emphasis 
	Argument issues: organization, validity, and persuasive force 

	A+
	Superior work 
	Perfect adherence to received codes, classy exploitation of higher registers, beautiful formatting, individual panache 
	Optimal use of syntactic and paradigmatic resources: syntactically clear, anaphorically cohesive, highly emphatic, richly polyvalent, euphonious 
	Powerfully persuasive: analyzes reader's needs; defeats potential objections or opponents; supplies reasons with argument and motivation with narrative or emotive analogy 

	A
	that should enhance 
	Best of conformist prose: no code errors; little individuality 
	Clear style and reader friendly; little flair or beauty 
	Makes a case with relevant claims, interesting evidence and valid inferences 

	A-
	job prospects 
	No errors but does not use highest standards or show much initiative 
	Superior work, but with room for improvement 
	Logical and probative, but not very relevant to reader's heart or head 

	B+
	Above average work that ought 
	1 error
	1 blemish 
	1 flaw

	B
	to be an asset, but with problems 
	2 errors
	2 blemishes 
	2 flaws

	B-
	that make it a liability 
	3 errors
	3 blemishes 
	3 flaws

	C+
	Average work 
	4 errors
	4 blemishes 
	4 flaws

	C
	that will in no way 
	5 errors
	5 blemishes 
	5 flaws

	C-
	help your prospects 
	6 errors
	6 blemishes 
	6 flaws


Evaluation Guide for Oral Presentations
	Grade
	Delivery issues: posture, movements, eyes, voice 
	Content issues: structure and interest 
	Media issues: demonstrations and visual displays 
	Argument issues: supplies reason and moves emotions 

	A+
	Uses eye contact to establish a personal relationship with audience. Orchestrates movement and voice to entertain and surprise. Dresses well for the part. Shows appropriate emotions for the message. Displays a winning personality. 
	Bridges to audience by establishing how they have a personal stake in the speech topic and its real-world outcome. Defuses skepticism and wariness and builds credibility and rapport. Maintains interest and good will with humor, analogy, imagery, and tales. Delivers more than promised in an entertaining and memorable way. Closes with a round house that brings sympathetic applause. 
	Sophisticated visual sizzle delivered with carefully crafted graphics, color projection, videotape, or multimedia. Quantitative information organized to show key trends, contrasts, or conflicts. Outlines and slides express simple ideas and use progressive builds. Props and demonstrations involve as many different senses as possible to enhance experience, increase retention, overwhelm reason, and build excitement. Audience leaves with concrete reminders of their experience or thumbnail versions of slides. 
	Uses one or two-sided argumentation depending on the audience's inclinations. Finds common ground even in the face of resistance and suspicion. Dramatizes the choice at hand. Makes cogent arguments that use logically valid inferences. Only resorts to sophisticated fallacies or the instruments of influence for the highest of ends. Creates needs from desires. Uses analogies and narratives to engage pre-existing motives and beliefs. Exploits audiences prejudices and passions for ethical ends. Carefully adopts either the offensive or defensive with regard to strategy and tactics. 

	A
	Emphasizes points verbally with volume, pitch, pauses; punctuates topics physically with gestures, movement, and props; speaks to all sides of the room 
	Opening grabs attention and signposts structure. Body has clear outline, logical development, ample enumeration, smooth transitions, and redundant clarification. Conclusion draws together all parts, reemphasizes main points, and delivers a memorable finish 
	Uses black and white overheads, magic marker flip charts, or collaged posters to make visual displays. Displays summarize data, show trends, or present complex information. Also uses props and photos to raise interest or gain good will. Brings in product and demonstrates features and benefits. 
	Analyzes reader's needs. Makes a relevant claim and presents a plausible case. Develops sound arguments. Supplies compelling or indubitable evidence. Develops all artistic proofs by explaining warrants and exploring further backing. Qualifies claims to limit rebuttals. Anticipates potential objections and discounts opponents. 

	A-
	No gross errors but little animation or excitement; hence inappropriate ethos 
	Clear structure and development, but with little engagement of audience's interests, desires, or feelings 
	Seeks to make information more memorable with simple mnemonics, graphs, outlines, blackboard work, demonstrations 
	Argument is logical and persuasive, but not made sufficiently relevant to reader's situation or interests. Little engagement of heart and mind. Hence, little action or change. 

	B+
	1 error 
	1 blemish
	1 glitch 
	1 flaw

	B
	2 errors 
	2 blemishes
	2 glitches 
	2 flaws

	B-
	3 errors 
	3 blemishes
	3 glitches 
	3 flaws

	C+
	4 errors 
	4 blemishes
	4 glitches 
	4 flaws

	C
	5 errors 
	5 blemishes
	5 glitches 
	5 flaws

	C-
	6 errors 
	6 blemishes
	6 glitches 
	6 flaws


Student Grade Sheet

      Name:




  Semester:

	Assignments 
	Points

	Written Communications
	 250

	Oral Presentations
	 250

	Tests
	 400

	Final 
	 100

	Total Points 
	 1000


	I
	Written Communications
	

	II
	Oral Presentations

	

	III
	Tests
	

	IV
	Final 
	

	
	
	

	
	Total Points
	

	
	
	

	
	Course Grade
	


Communications for the Occupations BUS 160 SYLLABUS

Caveats:  This syllabus is a written contract involving the instructor, student and the college.
Your instructor will make every attempt to follow the above procedures and schedules, but they may be changed in the event of extenuating circumstances.

Students submitting assignments through the mail are advised to make copies for their own protection.

If you move during the semester, please file a change of address form at any GCC campus registration office.

Acknowledgment of Receipt of Syllabus

Please sign and return the following acknowledgment to me in class or at the following address:

Dr. Stephen Cullen
Gila Community College

Gila Pueblo Campus

Globe, AZ 85501
____I have received my Communications for the Occupations BUS 160 syllabus (including course objectives, policies, requirements and schedule) and have read and understand all the enclosed materials.           

 

____I have no objection to receiving an occasional call from the instructor at the number given with my registration materials.  







        

____I prefer that the instructor not call or contact me by phone anytime during the semester.                       



My reasons for taking this course:

My background in this area includes:

____I would like to be contacted by the instructor regarding the following concerns:

        

        

Name _______________________________________  Student ID #

     Phone




             E-mail address
�


�
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