14

VALENCIA COLLEGE
Office and Medical Administration West Campus


OST 1335 
Business Communications Syllabus (Subject to Change)     
COURSE DESCRIPTION:

This course presents an overview of business communications, including international considerations, and focuses on constructing, formatting and proofreading good news, bad news, and persuasive business messages.  Preparation and formatting of proposals, business reports and oral presentations are included. Students will proofread, review grammar, and create an employment package consisting of resumes, application letters and job interviewing techniques. 

TOPICS/AREAS COVERED:*
1) Communication Foundations
2) The Writing Process
· Grammar and Mechanics & Key

· Document Format & Guide

· Correction Symbols
3) Workplace Communication
4) Reports, Proposals, and Presentations
5) Employment Communication
*These may be covered as discrete topics and/or integrated with other areas in an order, which is at the discretion of the professor.  It should be understood that this topic knowledge is the minimum level of a grade of D or better.  These and other topics may be expanded or elaborated at the discretion of the individual professor and is in no way intended to be comprehensive or all-inclusive.

CREDIT HOURS:   
3 credit hours

PREREQUISITES:  
None 
INSTRUCTOR:
Prof. Mildred Franceschi
DEPT. OFFICE:
Building 7, Room 107 for Business and Hospitality
OFFICE: 

Building 7-149 @ West Campus 

PHONE:

(407) 582-1411



EMAIL:

mfranceschi@ValenciaCollege.edu
2013Important College Calendar Dates: http://valenciacollege.edu/calendar
STUDENT ENGAGEMENT HOURS: TBA 
Online, hybrid/blended, and some Web-enhanced/facilitated courses are delivered in a primarily text based environment; therefore, reasonably good reading and writing skills are critical to adequate course participation.

Additionally, research has shown that students who are highly self-directed and manage their time well are more likely to succeed using these delivery methods. Online courses can be time intensive. Varying keyboard skill rates can impact the amount of time students spend completing course work online. It is recommended that students carefully evaluate their readiness and abilities in these areas before selecting distance learning courses. Resources to assist students in determining readiness for Hybrid/Online courses may be found at the Valencia Website: http://valenciacollege.edu/oit/ltad/StudentResources/amIready/
*Subject to change by discretion of instructor. 
It is the students’ responsibility to remain informed of any changes and/or additions throughout the term of the course. 
It is imperative that you check your Atlas/Blackboard Email regularly at least once a week or more for updates. All students enrolled in course are responsible for ALL assignments in order to receive a completed grade.
All important course information will also delivered by Atlas at the beginning of the course. All students who registered for courses at Valencia do have an Atlas account. Not logging in to course regularly may result in missed assignments, chapter quiz, exam, or project, etc. Not turning in a due assignment, quiz, exam or project as assigned by the due date will result in a grade of “0” for that assignment and will be averaged in as part of final grade.
Blackboard Technical Support

All faculty members and students needing assistance with Blackboard can now contact the Valencia Blackboard Help Desk by calling 407-582-5600 or email onlinehelp@valenciacollege.edu.

COURSE OBJECTIVES FOR OST 1335 BUSINESS COMMUNICATIONS
Chapters 1-16 in M. Guffey Text
  1.
Review language arts (grammar review) 
  2.
Understand the communication process 
  3.
Understand and overcome communication barriers

  4.
Be able to adapt the message to their audience

  5.
Understand the meaning and role of ethics in the workplace

  6.
Be able to create meaning from nonverbal communication

  7.
Be able to adapt messages to multicultural audiences

  8.
Understand and use technology to research, prepare, analyze, and transmit information within workplace

  9.
Be able to adapt to ethical and legal responsibilities

10.
Prepare written communication (memorandums, letters, reports, proposals, and other business documents     
11.
Understand the difference and be able to use appropriately the direct and indirect


approach in written communication

12.
Prepare claim letters along with written communications traditionally and electronically

14.
Research and prepare business reports 

15.
Use visual aids effectively

16.
Identify and use various typical business reports

17.  
Prepare and deliver oral presentations
18.
Use visual aids effectively
19.
Work toward an agreement that may involve exchanging specific resources or resolving divergent interests.

20.
Work in groups with people from a variety of ethnic, social, or educational backgrounds.

21.
Learn to identify a need for data, obtain the data from existing sources or create them,
and evaluate their relevance and accuracy.

22.
Organize, process, and maintain written or computerized records and other forms of information in a systematic fashion.

23.
Select and analyze information and communicate the results to others using oral, written, graphic, pictorial, or multimedia methods.

24.
Know how social, organizational, and technological systems work and operate effectively within them.
25.
Identify personal goals and values that relate to the work environment.

26.
Assess personal interests, skills, and abilities.

27.
Determine the type of work to be accomplished.

28.
Set career/educational goals.

29.
Identify skills required for success in chosen field.

30.
Be aware of career goals and their compatibility with vocational interests, skills, values, and personal strengths.

31.
Determine job description and outlook for chosen career.

32.
Compile a list of job leads with employer information.

33.
State job goal.

34.
Prepare a list of personal and professional contacts.

35.
Create a job search calendar.

36.
Secure an appointment to interview someone in chosen career field.
37.
Prepare a letter of application using correct grammar, punctuation, spelling, syntax, word usage, and format.

38.
Prepare job application forms.

39.
Identify and prepare the different types of resumes (chronological, functional, and 


electronic, etc.     
40.
Participate as the interviewee in a job mock interview.

41.
Constructively criticize various mock interviews.

42.
Complete follow-up interview procedures and prepare a thank-you letter.
Required Textbook:  Business Communication Process & Product, 7th Ed. by Mary Ellen Guffey,

South-Western Cengage Learning, 2011, ISBN # 978-0-538-46625-7. 
(Note that this textbook may be purchased from the college bookstore, publisher website, and is available in different versions such as in a textbook, paperback issue and/or as e-book, e-chapter, rental, etc. Be aware that the full version of the text is required in order to complete the course assignments successfully.
*Note that as a supplemental resource, we will be utilizing the following Publisher websites:

http://cengagebrain.com
http://aplia.com/cengage
http://meguffey.com

Note that Chapter quizzes, PowerPoint presentations and chapter exercises and activities will be included in the listed websites. More information will be posted in Blackboard for this process. There will be a separate tab entitled: “Course Websites.” 

Required: When purchased at the Valencia College bookstore, our text edition will include: 

· Access to Aplia website along with the Guffey eBook and

· A loose-leaf copy of the Guffey Business Communications: Process and Product book and “Write Experience” (This was a special package price set up by the publisher.)
Textbook:  Business Communication Process & Product, 7th Ed. by M. Guffey,

Table of Contents
Style: Review of the proper use of punctuation, numbers, capitalization, words division, and abbreviation.
PART I: COMMUNICATION FOUNDATIONS.

1. Effective and Ethical Communication at Work. 

2. Professionalism: Team, Meeting, Listening, Nonverbal, and Etiquette Skills. 

3. Intercultural Communication. 

PART II: THE WRITING PROCESS.

4. Planning Business Messages. 

5. Organizing and Writing Business Messages. 

6. Revising Business Messages. 

PART III: WORKPLACE COMMUNICATION.

7. Electronic Messages and Digital Media.

8. Positive Messages.

9. Negative Messages.

10. Persuasive Messages.

PART IV: REPORTS, PROPOSALS, AND PRESENTATIONS. 

11. Business Report Basics.

12. Informal Business Reports.

13. Proposals and Formal Reports. 

14. Business Presentations. 

PART V: EMPLOYMENT COMMUNICATION. 

15. The Job Search, Résumés, and Cover Letters. 

16. Interviewing and Following Up. 

Appendixes. A: Grammar and Mechanics Guide.

B: Document Format Guide.

C: Documentation Guide.

D: Correction Symbols.

Key to C.L.U.E. Review Exercises.

VALENCIA STUDENT COMPETENCIES

Valencia’s Student Core Competencies are complex abilities that are essential to lifelong success. These general competencies can be applied in many contexts and must be developed over a lifetime. They specify how learning can be expressed and assessed in practice. They enable students and faculty to set learning goals and assess learning within and across disciplines of human inquiry. Please refer to college catalog for more information related to the college competencies.
THINK, VALUE, COMMUNICATE, ACT http://valenciacc.edu/competencies/default.cfm
COURSE EVALUATION:

The course content is divided into six sections. Each one has activities and tests totaling 100 points. Part 6 is the final tests. There is also a report which includes a written portion and an oral presentation. Each section is worth 50 points and together count for the seventh ‘100 %. The grade for each part together with the score of the final test will be averaged to determine your grade in the class. Items included in each part may be tests, group or individual presentation, homework, research, written and oral presentation, visits to business, projects, etc. (Specifics about the report and oral; presentation will be explained in class.)
GRADING POLICY:
	The grading scale for 
this course is:

	A  =  90  - 100%

	B  =  80  -   89%

	C  =  70  -   79%

	D  =  60  -   69%

	 F   =  Below 60%


 SEQ CHAPTER \h \r 1GENERAL INSTRUCTIONS:
1) Attendance will be taken at all on campus class meetings. DO NOT arrive late to class as it will be counted as an absence. Lateness is a distraction for the class and for the instructor. If not attending class, contact the instructor by phone or email as soon as possible either before class or after class on the same day to explain your absence.

2) Submit tests, quizzes, projects and/or assignments when due. Late assignments past the due date will not receive credit.

3) Unless otherwise indicated, all written assignments are to be double spaced and typed using a word processing application program.

4) Students are graded on achievement.  It is the responsibility of the student to come prepared for each class and complete the online weekly assignment and/or posting for credit.
WITHDRAWAL POLICY

A student may withdraw at any time before the withdrawal date by filing a withdrawal form in the Admissions Office and receive a “W” for a grade or in submitting online through Atlas. 

Per Valencia Policy 4-07 (Academic Progress, Course Attendance and Grades, and Withdrawals), a student who withdraws from class before the withdrawal deadline date of June 29, 2012 will receive a grade of “W.”  A student is not permitted to withdraw after the withdrawal deadline.  
Note that students who stay in the class after this deadline are responsible to complete all work required for the course; e.g., homework, projects, tests, etc. If you choose to stop coming to the class after the Withdrawal deadline, you will be held responsible for all work missed, including the final. Any work which is not completed by the appropriate deadline will receive a zero. Hence, the final grade for the course will be determined by taking into consideration the percentages obtained by work which was turned in and the zeros given to work which were not turned in on time. Students can still be withdrawn by the college for violations of the college’s code of conduct policies. Any student who withdraws or is withdrawn from a class during a third or subsequent attempt in the same course will be assigned a grade of “F.”  

“NO SHOW” STATUS

Class attendance is required beginning with the first class meeting. If you do not attend the first class meeting, you may be withdrawn from the class as a “no show.” If you are withdrawn as a “no show,” you will be financially responsible for the class and a “W” will appear on your transcript for the course.

ATTENDANCE POLICY  

Valencia's attendance policy is that a student will be present for all on campus class meetings; hence, punctual and regular attendance is expected in this course.  Any class session missed reduces the opportunity for learning.  More than three hours absent during the semester could have an adverse effect on the grade earned in this course.  If the class meets once a week, more than one absence could have an adverse effect.  Each student has the responsibility of explaining to the instructor the reason for any absence from class; otherwise, the absence is automatically unexcused.  Classwork, homework, and/or tests may not be made up unless the student has communicated with the professor the reason for the absence either before the absence or before returning to class on the designated date.
CLASSROOM POLICIES FOR CLASSES AND/OR LAB ON CAMPUS:
·   Absolutely NO Food and drinks are allowed in the classrooms, computer labs and/or campus library.  
·   College policy also indicates that NO children are allowed in classrooms, in the lab or college library at any time.
·    Please turn off or “silent” cell phones during class, exam and/or study period. Again, this is a distraction in the classroom or lab. Note that if you are expecting an important call, please resume to the lobby area outside the classroom. 
·   Allows carry your student ID and schedule as you may be asked to show verification that you are a Valencia student such as for the computer lab, and/or library.

·   Always check the computer and/or your desk area before leaving. Clean up your desk area and please push your chair in upon leaving. We need to keep our classroom clean. 
·   When utilizing the lab, the instructor or the lab assistant staff is not responsible for lost or left items such as flash or usb drives, keys, cell phones, etc. If an item is found, it will be brought to the campus security office in “Lost and Found.”  The Security Office at the West Campus is in the Student Services Building.
DISCLAIMER:   

Changes in the syllabus and schedule may be made at any time during the term by announcement of the professor.  A revised syllabus may be issued at the discretion of the professor.

DISRUPTIVE BEHAVIOR:

Activities which disrupt the desired classroom setting and which are in violation of this Student Code of Classroom Conduct are those which, with or without intent to do so, are disruptive of the essence of the educational process. Faculty members are authorized to define, communicate, and enforce appropriate standards of decorum in classrooms, offices, and other instructional areas under their supervision. In the case of the violation of the Student Code of Classroom Conduct, the faculty member may initiate personal conferences, verbal and written warnings, referral to the director of student services for counseling, and removal from the classroom pending disciplinary action under Policy 6Hx28:10-04. Examples of such disruptive or distracting activities include, but are not limited to, the following:

a. Activities that are inconsistent with commonly acceptable classroom behavior and which are not conducive to the learning experience, such as: tardiness, leaving and returning during class, and early departure when not previously authorized;

b. Activities which violate previously prescribed classroom guidelines or constitute an unreasonable interruption of the learning process;

c. Side discussions which are irrelevant to the subject matter of the class, that distract from the learning process, or impede, hinder, or inhibit the ability of other students to obtain the full benefit of the educational presentation; and,

d. Utterances of "fighting words" or epithets directed specifically toward other persons with the purpose or effect of creating a hostile educational environment or which may reasonably be expected to incite imminent or immediate violence.

Violation of this Student Code of Classroom Conduct shall constitute grounds for student disciplinary action as provided in Policy 6Hx28:10-04.

ACADEMIC HONESTY:

All forms of academic dishonesty are prohibited at Valencia College. Academic dishonesty includes, but is not limited to, plagiarism, cheating, furnishing false information, forgery, alteration or misuse of documents, misconduct during a testing situation, and misuse of identification with intent to defraud or deceive.

· All work submitted by students is expected to be the result of the students' individual thoughts, research, and self-expression. Whenever a student uses ideas, wording, or organization from another source, the source shall be appropriately acknowledged.

· Note that Blackboard includes “Safe Assign,” which is a plagiarism prevention tool. This will disclose unoriginal content in a student report, assignment and/or project. All projects, assignments and or papers may be checked with Safe Assign, which compares all submitted papers against the Internet, ProQuest Research Database Articles, and Institutional Submissions from Valencia and/or other colleges in addition to the Global Reference Database. 

· When the professor has reason to believe that an act of academic dishonesty has occurred, and before sanctions are imposed, the student shall be given informal notice and an opportunity to be heard by the professor. Any student determined by the professor to have been guilty of engaging in an act of academic dishonesty shall be liable to a range of academic penalties as determined by the professor which may include, but not be limited to, one or more of the following: loss of credit for an assignment, examination, or project; a reduction in the course grade; or a grade of "F" in the course. At the option of the professor, the campus provost may be furnished with written notification of the occurrence and the action taken. If such written notice is given, a copy shall be provided to the student.

· Students guilty of engaging in a gross or flagrant act of academic dishonesty or repeated instances of academic dishonesty shall also be subject to administrative and/or disciplinary penalties which may include warning, probation, suspension and/or expulsion from the College.

· The student may appeal action taken by the professor under the provisions of either Policy 6Hx28:10-13 Student Academic Grievances or 6Hx28:10-15 Student Rights of Appeal of Administrative Decisions as determined by the nature of the action taken.

As a result, students shall take special notice that the assignment of course grades is the responsibility of the students' individual professor.

STUDENTS WITH DISABILITIES

Students with disabilities who qualify for academic accommodations must provide a letter from the Office for Students with Disabilities and discuss specific needs with the professor, preferably during the first two weeks of class.  The Office for Students with Disabilities determines accommodations based on appropriate documentation of disabilities.   Website is http://valenciacollege.edu/osd
ASSIGNMENT SHEET
(Tentative Schedule-May be changed at the discretion of instructor)
Special Dates:
· No Show September 3, 2013

· Withdrawal date November 1, 2013

· Thanksgiving Break November 27-December 1,  2013
	Part
	Lessons
	Timeline

	Section 1
	Style Review
	Weeks 1 & 2 Work & Test Due 9/13/13

	Section 2
	PART I: COMMUNICATION FOUNDATIONS.

1. Effective and Ethical Communication at Work. 

2. Professionalism: Team, Meeting, Listening, Nonverbal, and Etiquette Skills. 

3. Intercultural Communication. 


	Weeks 3 & 4 
Work & Test Due 9/27/13

	Section 3
	PART II: THE WRITING PROCESS.

4. Planning Business Messages. 

5. Organizing and Writing Business Messages. 

6. Revising Business Messages. 
PART III: WORKPLACE COMMUNICATION.

7. Electronic Messages and Digital Media.

8. Positive Messages.

9. Negative Messages.

10. Persuasive Messages.


	Weeks 5-7
Work & Test Due 10/18/13

	Section 4
	PART IV: REPORTS, PROPOSALS, AND PRESENTATIONS. 

11. Business Report Basics.

12. Informal Business Reports.

13. Proposals and Formal Reports. 

14. Business Presentations. 
	Weeks 8-10 
Work & Test Due 11/8/13

	Section 5 
	PART V: EMPLOYMENT COMMUNICATION. 

15. The Job Search, Résumés, and Cover Letters. 

16. Interviewing and Following Up. 

Appendixes. A: Grammar and Mechanics Guide.

B: Document Format Guide.

C: Documentation Guide.

D: Correction Symbols.

Key to C.L.U.E. Review Exercises.


	Weeks 11-12 

Work & Test Due 11/22/13

	Oral presentation
	Group Oral Presentations & Final 
	Work & Test Due 12/12/13



