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Revision Date:


	Course Title and Number:
	
Business Communications             


   GEN 201



	Instructor:
	Jessica L Barron


Office Hours: 3:00 pm – 4:30 pm


Office Phone: 717-545-4747


Email: jbarron@kti.edu



	Clock Hours:
	45



	Credit Hours:
	
3



	Prerequisites: 
	NONE




	Course Length:
	5 Weeks



	Start Date:

End Date:
	
April 5, 2011
May 11, 2011



	Textbooks
	
Foundations of Business Communication: An Integrative Approach, Dona J. Young, Copyright, 2006, McGraw-Hill, Americas, New York,10020. 

Thought Patterns for a Successful Career, The Pacific Institute, Seattle, WA, 2006



	Software:
	NONE



	Course Description:
	
This course presents the fundamentals in problem solving techniques, decision making process and the skills necessary for its implementation, use of the correct formatting of business letters, memos, emails, and other business written communications, with special emphasis on correct grammar and punctuation. In addition, this course will also cover proper thought structuring within paragraphs.



	Educational Objectives:
	Upon successful completion of the course, the student will be able to:

· Define communication and describe the main purposes for communication in business.

· Describe and use effective interpersonal communication and listening skills.

· Understand and apply the writing process

· Apply techniques for adapting message to the audience and for developing effective sentences and unified and coherent paragraphs.

· Develop and revise a short business message and write effective office communication documents

· Write effective persuasive documents

· Use good verbal communication skills

	
	· Know how to communicate within a team

· Understand and develop skills needed to obtain a job

· Edit and rewrite message for- vividness, clarity, and conciseness

· Revise and proofread a message for organization, content, style, mechanics, format, and layout

· Write an effective format report using assigned format and acceptable writing style



	Teaching Strategies:
	
Course content will be presented to the student in a variety of ways. Traditional methods of delivery such as lecture, hand outs, and white-board diagrams, as well as electronic methods such as PowerPoint presentations, Internet research, and interactive software will be used.



	Requirements for Successful Completion of this course:
	
To successfully complete this course, a student should attend classes, satisfactorily complete assignments and  evaluations, and have an understanding of concepts covered.



	Grading Scale:
	Letter Grade
% Equivalent
Grade Point





      Average

A
90-100      (Excellent)
4.00

B
80-89        (Very Good)
3.00

C
70-79        (Satisfactory)
2.00

D
60-69        (Probationary)
1.00

F
Below 60  (Failing)

0.00

*I
Incomplete


I

P
Pass



P

F
Fail



0.00

*W
Withdraw


0.00


*R
Repeat Work Incomplete
R



	Method of Evaluation:
	**Attendance:
20%

Assignments/Homework:
40%

Tests/Research Paper:
40%

Total
100%
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