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BU 308 – Professional Writing & Presentation (3 SH)

Instructor:		Dr. Edna M. Colon
			Phone: 808-625-7562
			E-mail: emcolon@hawaii.rr.com
				 edna.colon@adjunct.chaminade.edu
			
Prerequisites: 		EN 102 – Expository Writing (or equivalent transfer credit)

Required Text:  	Business Communication Connecting in a Digital World 12th Edition, Raymond V. Lesikar, Kathryn Rentz & Marie E. Flatley with Paula Lentz

	Writing With Style APA Style Made Easy by Lenore T. Szuchman	
			
Description:	Letters, proposals, reports, and presentations are often the vehicles through which professionals get their ideas accepted and their contributions valued. This course teaches students the rhetorical principles and writing and presentation practices required for effective communication in business. The course focuses on format, layout, and design strategies for developing informative documents and presentations that use business data to address specified audiences in a variety of professional situations. Cross-listed as BU308.






Objectives:	At the end of this course, the student will be able to:

· Understand the role of verbal and written communication in business
· Write business communications that emphasize key points and have a positive effect on human relations
· Understand the role of messages in business and the process of writing them
· Understand and use good talking techniques, lead and participate in meetings, communicate effectively by telephone, dictate messages effectively, listen well, and understand nonverbal communication
· Describe the major barriers to cross-cultural communication and how to overcome them
· Describe the role of technology in business communication
PURPOSE AND APPROACH
The purpose of this course is to provide the learner with an improved understanding of business communication, including the historical relationship between leadership and organizational communication structure. 

Intended Learning Outcomes
· Improving written communication and thought patterns
· Creating strategies to compare, contrast, evaluate and synthesize information
· Managing individual decisions and influencing others
· Recognizing, defining, and solving problems 
· APA formatting

Note: Learning is the responsibility of both the instructor and the students. Class participation is a central part of the learning process. I track participation throughout the term on a per class basis and students  are welcome to come discuss their levels of participation with me at any time. Emphasis is placed on quality of participation. Absences from class disrupt the exercise experience for students individually and  others, specially their team members.  

Changes to Syllabus The Instructor reserves the right to modify this syllabus at any time. Such changes will be announced during class meetings. You are responsible for ensuring that their syllabus is current.
Academic Integrity: All students are expected to observe the rules and regulations of the college. Please   refer to your student handbook for specific details. Ethically appropriate behavior is expected from all students. Students who violate the College's code of ethics and/or other academic policies will be referred to the appropriate disciplinary body.
Accessibility: Students with disabilities or special needs are asked to inform the instructor as early as possible in the term in order to facilitate accommodation.

Class Attendance:
Timely online class discussions and participation are mandatory to pass MGT308. 





Grade Breakdown

	Weekly Summary
	  5%

	Weekly Chapter Q &A posting 
	10%

	Resume
	  5%

	Quizzes
	40%

	Class: online attendance, promptness, and participation.
	10%

	Writing With Style Exercises
	 10%

	Research Paper
	 10%

	Final Exam 
	 10%

	Total
	100%


	Final Grade
	Percentage

	A
	100-90

	B
	89-80

	C
	79-70

	D
	69-60

	F
	59 and below



Grading Criterion as stated in the Chaminade undergraduate catalog is as follows:
A – Outstanding scholarship and an unusual degree of intellectual initiative.
B – Superior work done in a consistent and intellectual manner.
C – Average grade indicating a competent grasp of subject matter.
D – Inferior work of the lowest passing grade; not satisfactory for fulfillment of prerequisite coursework. (Undergraduate Grading Only)
F – Failed to grasp even the minimum subject matter; no credit given.
I – Did not complete a small portion of the work or final examination due to circumstances beyond the student’s control. 

                                      Final Exam and Quizzes Structure
Each exam will consist of multiple choice, true or false answer, and short essay questions. The exams will cover the material in text, discussed in class and the assigned reading. The exams are not cumulative and will cover only the material contained for the weeks/chapters specified prior to the exam. Hence, the final exam merely is your last exam. You are required to take all exams.

Examples:
Multi-choice: The key element of an organization is its 
a. building and policies    	b. people and relationships   c. profits    d. facilities location 
True or False: The amount of written documentation in the organization is called formalization.
Short essay: Define an open system. Describe and illustrate the open system in action.

APA Resources

    	 MGT308 Professional Writing and Presentation

	WEEK
	ASSIGNMENT
	  %

	
	
	BKN

	Due Weekly 
	1. WEEKLY SUMMARY (IMPORTANT) Each week, students will post a brief (400-500 words) report to the class summarizing what was learned from the readings, research, and discussions activities on eCollege. Each weekly summary is due at the end of the week, on Saturday.
2. Chapter Q&A posting and peer discussions
3. Attendance, promptness and positive participation- Online participation is mandatory to pass MGT308. Students are expected to participate in online class discussions relating to the Q&A subject matter for the week. They will read, analyze, and respond to questions and comments from the faculty member and fellow learners.
4. Resume
5. Quizzes
6. Writing With Style Exercises
7. Research Paper
8. Final exam 
	   5%




10%
10%


  5%
40%
10%
10%
10%

	Week 1
	Chapters discussions
Quizzes
	

	Week 2
	
	

	
	Chapters discussions
Quizzes
	

	Week 3
	
	

	
	Chapters discussions
Quizzes
	

	Week 4
	
	

	
	Chapters discussions
Quizzes
	

	Week 5
	MIDTERM Grade POSTING
	

	
	Chapters discussions
Resume
Quizzes
	

	Week 6
	
	

	
	Chapters discussions
Quizzes
	

	Week 7
	
	

	
	Chapters discussions
Quizzes
	

	Week 8
	
	

	
	Chapters discussions
Quizzes
	

	Week 9
	Chapters discussions
Quizzes
	

	Week 10
	Research Paper
Final Exam
	

	
	TOTAL
	100%








               		 Online Process
	
					 Introduction
	
This process constructs a safe environment for you to understand, practice, and use Benjamin Bloom’s Taxonomy concept in these exercises, which will improve your critical thinking skills. Regardless of position or industry, you do need to be able to analyze, reason, and communicate effectively. These skills are potent and will be beneficial throughout your studies and career. Developing these skills allows you to maximize your inferential and evaluative competence to achieve better planning and decision-making efficiencies. 
Benjamin Bloom’s Taxonomy Concept:
	Bloom’s Taxonomy has been found to be a useful method in guiding educational objectives across developmental levels (Kunen et al., 1981). Bloom's Taxonomy (Bloom et al., 1956) provided educators with one of the first systematic classifications of cognitive operations. It is one of the most widely accepted models of cognitive abilities and educational objectives used in education, and even its severest critics agree that the model has enormous influence and is an important step toward understanding the structure of learning outcomes (Kottke & Schuster, 1990). 
The Levels of Bloom's Taxonomy 
Each of the six levels in the hierarchy provides an essential skill for students to improve critical thinking skills. The levels are articulated as follows with descriptions: 
1. Knowledge-exhibiting learned material recalling facts, terms, basic concepts and answers
2. Comprehension-demonstrating understanding of facts and ideas by organizing, comparing, translating, interpreting, giving descriptions and stating main ideas.
3. Application-solving problems by applying acquired knowledge, facts, techniques, and rules in a different way.
4. Analysis-examining and breaking information into parts by identifying motives or causes, making inferences, and finding evidence to support generalizations.
5. Synthesis-compiling information together in a different way by combining elements in a new pattern or proposing alternative solutions.
6. Evaluation-presenting and defending opinions by making judgments about information, validity of ideas or quality of work based upon a set of criteria.

Source: http://:www.umuc.edu/ugp/ewp/bloomtax.html







Research Paper
Write an APA format paper, double-spaced, 5-8-page paper describing:
1). How you as a team would resolve and educate employees to handle communication challenges. Individual introduces a training module and coaching concepts (incorporate class materials and outside articles to support your views and findings as a team).
2). How you as a team member would develop and conduct a training session to encourage optimal communication practices in a top-down hierarchy organization. (Incorporate class materials and outside articles to support your views and findings as a team). 
3). Team Analysis: The first part of this paper should outline the concepts of team philosophy in relationship to teamwork and communication techniques; and the second part should present an action plan applying the techniques that you have learned to your everyday working environment. (Incorporate class materials and outside articles to support your views and findings as a team)
               Writing Guidelines and Grading Scale for Paper 
	CRITERIA
	WEIGHTINGS

	Originality of Ideas and Research 
Papers and PPT Presentation (posted) should reflect your efforts and creativity. When you use sources, make sure to use appropriate style and citations for your references. You will find APA format examples on the following websites: http://www.apa.org/ and http://webster.commnet.edu/apa/index.htm 
	20%

	Consistency and Logic
Your coverage of facts, arguments, and conclusions must be logic-based and consistent. Inductive or deductive arguments are appropriate.
	20%

	Format and Organization 
Use the APA format. You will find APA guidelines on the following websites: http://www.apa.org/ and http://webster.commnet.edu/apa/index.htm 
	15%

	Usage, Language, and Writing
Please use simple, straightforward, standard American English in your papers. Avoid long and complex sentences. Avoid jargon. Correct spelling is necessary. Be sure to write, edit, and rewrite each paper before submission. Reviews by Peer Coaches or other colleagues would be appropriate and helpful. 
	30%

	Neatness
All papers must be typed and double-spaced. Use one-inch margins and cover sheets in APA style. Staple all papers. Do not use folders, binders or other jackets. Papers that do not meet these “neatness” requirements will be returned for revision and resubmission. 
	15%

	TOTAL
	100%
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