Chaminade University of Honolulu

Spring Evening 2015
BU 30890 – Professional Writing and Presentation (3 SH)

Term Dates: April 6 – June 14, 2015
Online via Chaminade.eCollege.com

Instructor:

Mr. Michael McMillen




Cellular Phone:  808-722-8971




E-mail: mcmillen808@gmail.com
Note:  Please keep in mind that I live in Tennessee, which is currently a five hour time difference from Hawaii.

Prerequisites: 

EN 102 – Expository Writing (or equivalent transfer credit)

Required Text:  
Business Communication (Connecting in a Digital World), 13th Edition, 2014, Kathryn Rentz and Paula Lentz, 

                         ISBN #978-0-07-340321-2
Technical Assistance: Call or email the 24/7 eCollege helpdesk at 1-866-647-0654 or 

helpdesk@chaminade.eCollege.com.  

Course 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.

Learning Outcomes:
At the end of this course the student will be able to:

· Understand the role of communication in business

· Use the accepted standards of English grammar and punctuation in written business communications

· Adapt your language to specific readers and to select the most effective words for use in business communication

· 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

· Write effective letters of goodwill and recommendations

· Write indirect responses to convey bad news

· Understand and use good talking techniques, lead and participate in meetings, communicate effectively by telephone, dictate messages effectively, listen well, and understand nonverbal communication

· Use good speaking and oral-reporting techniques

· Describe the major barriers to cross-cultural communication and how to overcome them

· Describe the role of technology in business communication

· Explain the difference between primary and secondary research

· Evaluate websites for reliability

· Analyze and interpret information clearly and completely
Course Expectations:  This course is a collaborative learning experience.  This student-centered approach can potentially be a challenge for both the facilitator and students because it differs radically from the methods by which most of us were taught.  Not only may students be new to the concept of facilitated learning in an online setting, students may also discover that learning is more than simply getting the "right" answer!  It is human nature to be uncomfortable with complex situations in which there is no easy answer, but some of the greatest intellectual growth comes when we grapple with data and ideas that don't fit into a neat little box. 
Students will be involved in a range of activities including directed readings, online threaded discussions, homework assignments, chapter quizzes, and a self-reflection.  The structure of an online class requires self-discipline, prioritization, good organizational skills, and self-directed learning on the part of each student in order to, not only keep up with the fast pace and demands of this format, but so that contributions to the online discussions will be intellectually thoughtful and sufficiently relevant to enhance the learning of all.

Because this class is presented in a weekly online format, regular participation in online class discussions is required.  All assignments (weekly and long-term) must be completed on time and sent to mcmillen808@gmail.com as email attachments on or before the published due dates.  
Course Requirements
Each student will demonstrate achievement of the course performance objectives by completing all required assignments.  Generally speaking, with the exception of week one, every week begins on Sunday at 12:00 am and ends on Saturday at 11:59 pm (Hawaii Time).  Students will not be permitted to work ahead or go back and makeup work except under unusual circumstances that are approved by the instructor.  Opportunities to earn extra credit is not an option in this course, so students must exercise due diligence (reasonable routines) in order to succeed.  Specific details and deadlines will be posted online before the start of each week but, in general, the following assignments are required:

I. Reading assigned chapters from the textbook and any supplementary materials as follows:

· Week 1:  Chapter 1 (Understanding Workplace Communication)

· Week 2:  Chapter 18 (Conveying Professionalism Through Correctness)
· Week 3:  Chapter 3 (Adapting Your Words to Your Readers) and 
           Chapter 5 (Writing for a Positive Effect)
· Week 4:  Chapter 6 (Choosing the Best Process and Form)
· Week 5:  Chapter 7 (Getting to the Point in Good-News and Neutral Messages) and 
  Chapter 8 (Maintaining Goodwill in Bad-News Messages)
· Week 6:  Chapter 11 (Preparing Informative and Influential Business Reports) and 

           Chapter 12 (Choosing the Right Type of Report)
· Week 7:  Chapter 15 (Communicating Effectively in Meetings and Conversations)
· Week 8:  Chapter 16 (Delivering Oral Reports and Business Speeches)
· Week 9:  Chapter 2 (Communicating Across Cultures)
· Week 10:  Chapter 13 (Conducting Research for Decision Makers)
II. Weekly Participation in Online Threaded Discussions:     

     A.  Questions, case studies, and/or dilemmas will be posted online requiring each student to post an “initial” response online no later than “midnight Wednesday” of each week. These discussions will involve issues from specific chapters in the textbook and serve as an opportunity for students to interact and debate the issues between one another. Students are required to apply “critical thinking” and offer intellectually thoughtful and substantive responses to these postings. The sharing of personal experiences and the use of references from outside sources (i.e. Internet, articles, textbook, etc.) are highly encouraged and recommended to support, substantiate, and/or explain arguments made, positions taken, or statements made in online postings.

     B.  Secondly, each student is required to post written responses to “at least two postings” offered by myself or your fellow classmates no later than “midnight Friday” of each week. These responses may involve agreements, disagreements, challenges, and/or comments that perhaps generate further reflection or dialogue.  Responses should offer additional information, facts, or examples to support one’s point of view, suggestions, or recommendations. Essentially, the point of these online discussion thread exercises is for students to share their knowledge and experience(s) as well as to build an understanding of the issues posed together. 

    C.  Here are a few rules to consider when posting to online discussion threads:

· Keep Messages Concise:  Long messages (and messages that have long paragraphs) are overwhelming for many online readers -- so are messages with more than one topic.  Try to keep messages short.  If you want to say/ask several things, consider breaking the message up into more than one post. 

· Carefully Craft Your Posts:  Even though your messages should be concise, think carefully about its content, intent, and tone.  Before posting, try reading your messages out loud – does it sound like you?  Does it add value to the discussion?  
· Respect and Professionalism: In the online world, it is very easy for your tone to be misconstrued.  In general, you should write your messages offline, take a break, and then come back to re-read it with fresh eyes (imagining yourself as the recipient) before sending it off.   Essentially, do not write things that are potentially offensive.
· Standards:  This is an upper-level undergraduate course.  Therefore, online postings must be free of spelling and grammatical errors.  Content and organization of content, will be a part of the grading criteria for each posting.  Postings must have evidence of a logical and meaningful consistency in the structure of the response in addition to substantive content. Remember, your writing skills are a reflection of you.
III. Online Quizzes: Quizzes covering specific textbook chapters will be administered online to ensure students are reading the assigned chapters and also assess whether you are learning what is expected.  These quizzes will also serve to reinforce learning by providing you with indicators of what topics or skills you have not yet mastered and should concentrate on, or review, in the textbook. NOTE: Quizzes must be completed during the week assigned…make-ups or extensions will only be allowed on a case-by-case basis for students experiencing unusual circumstances that are approved by the instructor.
IV. Out of Class Assignments: Two homework assignments will be posted online during weeks 5 and 8 that will require work beyond the online learning environment. Specific details will be outlined accordingly at the beginning of each respective week.

V. Self-Assessment Assignment: A self-reflection on the learning you have accomplished and the growth you have made in understanding and applying negotiation and conflict resolution theories and practices is required.  The applicable format and instructions will be distributed later in the semester.

VI. Final Exam: A final exam will be administered online at the end of the semester to measure students' achievement of the educational goals for the course. Test items will be based on the content and skills that are most important for students to learn.  Unless otherwise approved to complete it another day for students experiencing unusual circumstances, the final exam must be completed on June 13, 2015 (no exceptions).  More specific information regarding the exam will be posted in the Instructor Comments and Instructions later in the semester. 

VII: Attendance: Because this course is intensive, students are strongly encouraged to not miss any of the weekly assignments or deadlines.  Any time missed will likely impact your final grade for the course.  Of course, students are responsible to communicate with me via email if ever you will not be able to participate or meet suspense dates and I will determine if your reason(s) warrant an extension or not.  
Grading Criteria:


	Threaded Online Discussion Postings/Responses 
	25%

	Weekly Online Quizzes 
	25%

	2 Out-of-Class Homework Assignments
	20%

	Self-Assessment Assignment
	5%

	Final Exam
	25%


Grading Scale:



	90-100%
	A

	80-89%
	B

	70-79%
	C

	60-69%
	D

	59-Below
	F

	Approved Withdrawal
	W

	Approved Incomplete
	I


Office Hours:  Students may contact me via email to discuss personal situations requiring direction or assistance.  I will attempt to respond in kind within 48 hours.

Notice to Students Experiencing Disabilities:  It is the University’s policy that no otherwise qualified person experiencing disabilities be excluded from participation in, be denied the benefits of, or be subject to discrimination under any educational program or activity in this University.  If a student has an impairment that would require additional accommodations by the instructor and/or the University, then please inform the instructor, or Center Director, at the beginning of the first class session.  

Important Supplementary Information

1. Late assignments will result in a grade reduction.  Furthermore, questions about an assigned grade must be resolved within a week after the assignment is returned to the student.  This is to avoid questions about grades arising after the course is completed.
· Standards:  This is a upper-level undergraduate course.  Therefore, all work must be free of spelling and grammatical errors.  Content and organization of content, will be a part of the grading criteria for each written assignment.  Written assignments must have evidence of a logical and meaningful consistency in the structure of the response to each assignment. 

· Academic Honesty:  Academic honesty is an essential aspect of all learning, scholarship, and research.  It is one of the values regarded most highly by academic communities throughout the world.  Violations of the principle of academic honesty are extremely serious and will not be tolerated.  Plagiarism is the offering of work of another as one’s own.  Plagiarism is a serious offense and may include, but is not limited to, the following:

· Complete or partial copying directly from a published or unpublished source without proper acknowledgment to the author.  Minor changes in wording or syntax are not sufficient to avoid charges of plagiarism.  Proper acknowledgment of the source of a text is always mandatory.

· Paraphrasing the work of another without proper acknowledgment.

· Submitting as one’s own original work (however freely given or purchased) the original exam, research paper, manuscript, report, computer file, or other assignment that has been prepared by another individual.

Students found guilty of academic dishonesty or plagiarism will be subject to disciplinary action up to and including dismissal from the University.
NOTE:  The instructor reserves the right to cancel, change, modify, rearrange or otherwise divert from this document, to make changes as deemed appropriate, or to change, without notice, any of the information or requirements if deemed appropriate or in the best interest of the class as a whole or when necessary due to unforeseen circumstances.

