
COMMUNICATION 332:  

Business Communications 

Spring 2008 

 

 

Instructor: Bethany Goodier, Ph.D. 

Office: 5 College, Room 402 

In-Office hours: MWF 12-1 & by appointment 

Virtual Office Hours:  Will be listed on WebCT homepage when appropriate. 

Phone: 953-7420 

Email: goodierb@cofc.edu (best way to reach me) 

Course Description:  
This course is designed to help students identify and improve communication skills in business and 

professional settings.  Since the focus is on skill development, you will be required to demonstrate oral 

and written communication skills both inside and outside the classroom.  Specific objectives include 

1) Composing basic written communication such as letters, memos, reports, and press releases; 2) 

Preparing and presenting oral business briefings and persuasive presentations; 3) Understanding new 

technologies and their applications; 4) Improving interpersonal skills and work relationships in 

organizations; 5) Improving presentation skills; and 6) Perfecting interview and job search skills. 

 

Your ability to learn and utilize the skills and concepts introduced in this class will influence the 

caliber professional you become in the “real world.”  I hope that this class provides you with a safe 

opportunity to practice and develop the professional skills needed to thrive in your careers. 

 

Warning: The best way to learn basic skills is to practice them repeatedly.  This class requires a LOT 

of written assignments and group work.  If this is your “busy semester” and you do not have the time 

to dedicate to preparing for class, working with others outside of class and completing assignments, 

you should NOT take this course at this time.   

 

My Philosophy:    LEARNING SHOULD BE FUN! 
 

But that doesn’t mean there isn’t any work involved.  Learning is an active process in which we will 

all need to participate.  I expect you to come to class prepared to discuss the reading and assignments 

and share relevant examples from your own life.   

 

As the instructor of this class, I will do my best to facilitate a supportive learning environment.  I 

promise to do my best to make this class interesting, fun and practical, but I cannot do it without you.  

In return for your active attendance, preparation, participation and support for one another, you can 

expect me to return your work in a timely manner, come prepared to class and to do my best to inform 

and educate you in fun and innovative ways.  Please feel free to contact me at any time if you have 

suggestions or concerns about the class. 

 

Required Materials:   

1) Textbook:  Ober, S. (2008).  Fundamentals of Contemporary Business Communication: 

Student Achievement Series.  Boston: Houghton Mifflin. (PLEASE NOTE THIS IS A 

DIFFERENT TEXT THAN SOME OF THE OTHER SECTIONS) 

2) Handouts and Samples will be made available via WebCT 

3) Some assignments in this course will be required to be completed using Microsoft Word.  

You can access this program from most school computers.  If you prefer to work from home 
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Open Office (http://www.openoffice.org/) offers a comparable program that is acceptable for 

these assignments.   

4) 1 pack of heavy weight bond or rag (resume quality) paper for letters and resumes 

5) Blank CD or jump drive to store/back up all of your work  

6) Manilla Folder with your name printed on the tab to hold each of your assignments.  This is 

due the day you turn in your introduction memo.  Failure to submit a manilla folder on this 

day will result in a loss of 5 points on this assignment. 

 

Core Assignments and Grading: 

This class will be run like a true organization.  Your assignments are the requirements of your “job.”  

As such, they should be typed, following the format designated in the assignment description.  

Deadlines are firm; all assignments must be completed and turned in at the beginning of class on the 

assigned day.  Late work will not be accepted without a written medical excuse (provided within 

one week of absence).  If you would like to arrange to turn in assignments in advance, just come see 

me.  Your personal performance evaluation (in this case – your grade) will be based on your ability to 

perform the expectations of your job (your duties/assignments for this class).   

 

Your assignments this semester are divided into two areas: 1) Preparing for the Job Search, and 2) 

Planning an Event.  The assignments for each area will require you to demonstrate a variety of skills 

and competencies, culminating in a final portfolio that demonstrates your understanding of business 

communication.  You should keep a copy of all typed assignments on disk.  This will help you to 

monitor your progress, edit and update documents, and easily produce your portfolio at the end of the 

semester.   

 

Preparing for the Job Search: 

These assignments will prepare your for a comprehensive job search.  You will learn how to research 

an organization, identify your strengths, prepare a resume, cover, and thank you letters, practice your 

networking and interviewing skills and subsequently evaluate your own and others’ interview 

performance. 

 

Planning an Event: 

At some point in your career, you will more than likely be asked to plan an event or celebration for 

your company.  Often, these kinds of projects are completed by a team of individuals.  Thus, for this 

series of assignments, you will work with a group of 2-4 members to plan the organizational event of 

your choice.  As a group, you are responsible for planning and promoting the event, requesting 

charitable contributions of time and talent, and evaluating the members of your team.  

 

Final Portfolio: 

The purpose of this final assignment is to create a bound version of your work to show potential 

employers that demonstrates your skills and competence in business communication.  You will make 

corrections to the assignments completed over the semester and include them in a final, bound, 

portfolio organized in a meaningful way.  You will also provide a supplement to the portfolio that 

includes your original, graded assignments. 

 

Peer Editor: 

To become an effective writer, you must not only perfect your own writing skills, you must also 

master the art of giving feedback to others on their work.  Therefore, five percent of your grade will be 

determined by your performance as a peer editor.  You will be assigned to a team of three to four 

people who will be asked to work together to edit and proofread several assignments during class time 

throughout the semester.  You will also be required to edit at least two assignments using the tracking 

changes tool in Microsoft Word (this will be discussed later in the semester).   

http://www.openoffice.org/)
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As you can see on your course schedule, several assignments require both a rough and final draft.  

Each student should bring one copy of his/her rough draft on the date it is due.  Your team will use 

class time to review this copy of your assignment offering editing suggestions and comments.    You 

should then consider the comments and edits recommended by your editing team when completing 

your final draft.  You should submit all copies of edited rough drafts with your final copy.  I will initial 

all rough drafts on the day they are due and you should submit them to me for review with your final 

assignment. 

 

While the rough draft is ungraded, failure to submit a rough draft on time will automatically 

result in a full letter grade off the final draft grade.  In addition, I will also penalize your final draft 

grade if you have not put significant effort into your rough draft.  The purpose of your editing team is 

to improve the quality of your final draft by helping you focus on the revision process – not to do the 

work for you.  If, for some reason, you know you will not be able to attend class on the date a rough 

draft is due, it is your responsibility to get copies to your editing team and to me before the beginning 

of class on the assigned day. 

 

As an editor it is your responsibility to thoroughly review each assignment and offer constructive 

feedback.  I will review your edits when I review the final copy of the assignment and you will receive 

a grade for the quality of your edits on all of your teammates’ documents.  This DOES NOT mean 

you should mark all over every one of your teammates assignments, but that you should be sure to 

make comments/edits where needed.  Be sure to follow the rules for giving good feedback discussed 

in your text and in class. 

 

Note: I expect that your revisions on your final drafts will reflect the comments made by your editing 

team.  However, I do NOT expect that you will make these edits blindly (remember – your editors 

may not always know what is best for your document).  Be sure to consider each suggestion, but 

ultimately, you must be responsible for the revisions you make to your draft.  In addition, I am 

expecting you to use this time to take a second look at your document and perhaps make some of your 

own revisions. 

 

Class Participation (50 points): 

Just as in the “real world,” to succeed in this class you must participate actively--this assumes regular 

attendance and contribution to discussion.  Your class participation grade will be an average of the 

scores you receive for each class period.  At the end of each class, I will assign each student a score 

between zero (lowest) and ten (highest).  At the end of the semester I will average these scores, 

dropping the three lowest (Note: there is an opportunity for extra credit here if you attend every class).  

That average will then account for 10% of your final grade.  A perfect ten would be a student that 

attends class, has completed reading assignments, participates in discussion when appropriate, offers 

insights and personal experiences, and contributes professionally to class activities and assignments.  I 

emphasize the quality of contributions to point out that simply talking a lot in class does not guarantee 

a high participation grade.  There will also be several un-graded assignments and activities included in 

this evaluation.  

 

Quizzes (50 points) 

Over the course of the semester, there will be several scheduled quizzes on WebCT to test your 

knowledge of the material and your ability to retain the skills you have learned throughout the 

semester.  These quizzes will be primarily applied, testing your knowledge of basic grammar and 

mechanics and/or correct the format of a written document.  Quizzes will be made available at least 24 

hours before they are due and you will be allowed to take each quiz twice.  Your highest score will be 
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recorded.  There will be six quizzes and I will drop your lowest score.  I reserve the right to add pop 

quizzes on reading material if I feel students are not coming prepared to class. 

 

Your Final Grade in this class will be determined by the following scale: 

 

GRADE POINTS 

A 925-1000 

A- 895-924 

B+ 865-894 

B 825-864 

B- 795-824 

C+ 765-794 

C 725-764 

C- 695-724 

D+ 665-694 

D 625-664 

D- 595-624 

F 0-594 

 

 

 Class Procedure: 

 First Week Attendance Policy:  I reserve the right to drop any student who misses the first two 

days of class without notifying me in advance.  If you were here to review this syllabus then you 

probably have nothing to worry about.  However, if you have a friend who is registered for the 

class but has not attended – you may want to let him/her know about this policy. 

 

 This course will utilize WebCT for distribution of materials (e.g. handouts, some readings etc.) 

and information about the course (e.g. changes to syllabus, cancellation of class etc.).  We will 

also use WebCT for quizzes and some group work (using Chat Rooms).  If you are unfamiliar 

with WebCT, you should contact Academic Computing to identify training times.  The system is 

fairly user friendly with lots of tutorials to assist you.  I will also hold “virtual office hours” on 

line when appropriate. 

 

 All work must follow formatting guidelines described in your assignment pack and be completed 

and/or turned in at the beginning of class on the assigned day.  I will accept absolutely no late 

assignments without a written medical excuse provided within one week of the absence.   

 

 You are responsible for any class material missed due to an absence.  This means you will be 

relying on the generosity of your classmates to allow you to copy class notes and handouts.  Please 

do not approach me with requests for missed notes.  Of course, if you have a legitimately excused 

absence, you may visit me during office hours for a briefing and missed handouts. 

 

 I will do my best to return assignments within three class periods.  If you are not there to receive 

them, it is your responsibility to look through the folder where I keep graded assignments and 

handouts.  

 

 Class attendance.  I realize that everyone has multiple obligations in their lives that can 

occasionally impact your ability to attend class.  Therefore, you may miss three class periods with 

no excuse or penalty to your participation grade.  However, please remember that your absence 
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does not change the due date of assignments.  If you will not be in class on the day an assignment 

is due, please have someone deliver it to me before class.  Also, I reserve the right to lower final 

grades due to excessive absences (more than five). 

 

 I am happy to review drafts of papers and assignments before they are due.  However, the purpose 

of these meetings is for me to review your ideas, your pattern of organization, etc.  I will not spend 

this time proofreading your drafts.  Please feel free to meet with me at any time to discuss your 

writing and/or ideas about the class. 

 

 If there is any student in this class who has a documented disability and has been approved to 

receive accommodations through SNAP Services, please feel free to come and discuss this with 

me during my office hours before January 17, 2008. 

 

 Plagiarism: I will not tolerate plagiarism or cheating, in any form, in this class.  I expect each of 

you to do your own, original work.  Please refer to the student handbook for the definition of 

plagiarism, academic dishonesty and the penalties for each.   

 

Note:  Having specified the ground rules, I want you to know that I am empathize with the difficulties 

and role conflicts that ensue from acting simultaneously as students, employees, group members, 

partners, family members, etc.  Should you have any problems meeting course deadlines or 

completing assignments, please come talk to me at any time and we can work together to develop a 

solution.  However, I cannot help you if you do not notify me in advance. 
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Tentative Course Schedule 

(Professor reserves the right to change syllabus at any time) 

 

Date Topic Readings/Assignments Due 

Wednesday 

January 9 

Introduction to Course  

Friday 

January 11 
Professor out sick – 

SORRY! 
 

Complete UNGRADED Information 

Sheet and submit via WebCT for 

practice. 

 

Monday 

January 14 
Understanding Business 

Communication & Impression 

Management 

Using the Quiz function on 

WebCT 

Chapters 1 & 2 

 

Wednesday 

January 16 

Impression Management Cont. 

 

Chapter 2 

Ungraded Diagnostic Quiz 

Friday 

January 18 

Interpersonal Communication 

Skills/ and Meeting Etiquette 

Chapter 3 

Monday 

January 21 
Martin Luther King Jr. 

Holiday 

 

NO CLASS 

 

Wednesday 

January 23 

The Writing Process Chapter 4 

Quiz 1 via WebCT: Based on 

Readings and Exercises in Module A 

(end of text) 

Friday 

January 25 

The Writing Process Continued 

Review Tracking Changes & 

Editing  

Chapter 5 

Writing with Style Checklist 

(webct) 
Quiz 2 via WebCT: Based on 

Readings and Exercises in Module B 

(end of text)  

Monday 

January 28 
Finishing up the Writing 

Process 

 

Quiz 3 via WebCT: based on 

Readings and Exercises in Module C 

Wednesday  

January 30 
Event Planning 

Review Final Project 

Assignment 

Determine Event Planning 

Teams 

Readings: Event Planning: 

Enacting Organizational Messages 
Quiz 4 via WebCT: Based on 

Readings and Exercises in Module 

E 

Introduction Memo Due  
 

Friday 

February 1 
Reviewing Group Process 

Issues, Running Effective 

Meetings, Virtual Meetings 

and Collaboration 

 

On-line Chat (times and topic 

will be assigned in class) 

Monday 

February 4 
Routine Communication Chapter 6 

 

Wednesday 

February 6 
Routine Communication Readings: Review Samples and 

Checklists (WebCT) 
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Date Topic Readings/Assignments Due 

 

Friday 

February 8 
Persuasive Messages 

 

Chapter 7 

Monday 

February 11 
Conveying Bad News Chapter 8 

Review Samples on WebCT 

Wednesday  

February 13 
Workshop and Catch Up 

Editing Teams Assigned 
Creating Electronic Portfolios 

Readings: Commenting on Peer 

Writing (WebCT) 

Rough Draft of Direct Request 

Email Due 

Friday 

February 15 
Reports and Proposals Chapter 9 

Readings: Project Proposals; 

Drafting a Report 

Revised Direct Request Letter 

Due 

On-Line Chat #2 (Time and topic 

to be assigned) 

Monday 

February 18 
Reports and Proposals Chapter 10 

Wednesday 

February 20 
Press Releases Readings: Design Strategies for 

News Releases, Examples in 

WebCT 
 

Friday 

February 22 
The Job Search Process & 

Networking 

Chapter 12 

Informative Report Due 

 

Monday 

February 25 
Networking Continued Readings: Schmoozing: A Strategy 

for Developing Business 

Relationships; Review Sample 

Scripts (WebCT) 

Rough Draft Charity Request 

and Bad News Letter Due (Send 

Electronic Version in Word to 

members of your editing team and 

CC to me). 
 

Wednesday  

February 27 
Research and Resumes Editors: Submit comments and 

revisions to Charity Requests and 

Bad News Letters to original 

authors (CC to me) no later than 4 

p.m. 

Friday 

February 29 
Resumes &Letters Readings: Making a Match: Cover 

Letters as Persuasion; Letter of 

Application;  Review Sample 

Letters 

Final Charity Request and Bad 

News Letters Due  

Job Description Due 

Monday 

March 3 – Friday March 7 
Spring Break  

Monday Resumes  
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Date Topic Readings/Assignments Due 

March 10 

Wednesday 

March 12 
Resume Workshop: Work in 

Editing Teams to revise 

Rough Drafts of Resumes 

Rough Draft of Resume and Cover 

Letter Due 

Friday 

March 14 
Individual Meetings with Dr. 

Goodier  

Schedule time to meet with Dr. 

Goodier to review your resume 

Monday 

March 17 
Individual Meetings with Dr. 

Goodier 

Schedule time to meet with Dr. 

Goodier to review your resume 

Wednesday 

March 19 
Interviewing Readings: Ace the Interviews; 

Common Interview Questions; 

Storytelling is a Trendy 

Interviewing Skill 

Final Cover Letter and Resume 

Due (Submit one via WebCT 

assignments link and Bring two 

Copies of each on nice paper) 

Friday 

March 21 
Interviewing  Review Sample Interview 

Questions (WebCT) 

Readings: Spotting Bad Bosses 

Before you Get Stuck Working for 

them. 

 

Monday 

March 24 
Interviewing Informative Report Due 

Wednesday 

March 26 
Mock Interviews Interview Schedule Due  

Friday 

March 28 
Mock  Interviews  

Monday 

March 31 
Mock Interviews  

Wednesday 

April 2 
Mock Interviews  

Friday 

April 4 
Guest Speaker/Team Time Thank You Letters Due 

Interview Evaluation Worksheet 

Due 

 

Monday 

April 7 
Oral Presentations, 

Powerpoint, etc. 

Chapter 11 

Press Releases Due 

Wednesday 

April 9 
Edit Event Plan Rough Drafts Rough Draft of Event Plans Due 

Friday 

April 11 

Team Conferences with Dr. 

Goodier 

Schedule time as a team to review 

rough drafts and discuss 

presentations 

Monday 

April 14 
Team Conferences with Dr. 

Goodier/Team Time 

Schedule time as a team to review 

rough drafts and discuss 

presentations 

Wednesday  

April 16 
In Class Presentations  

Friday  

April 18 
In Class Presentations  
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Date Topic Readings/Assignments Due 

Monday  

April 21 
In Class Presentations Event Plan Proposal Due 

(ALL GROUPS) 
Wednesday 

April 23 
Course Wrap Up and Review 

Electronic Portfolio Issues 
Group Evaluation Worksheet 

Due 

Final Exam Period 

 
 Electronic Portfolios Due 

 

 


