BUS 3700 Spring 2011 Assignment Schedule

Topics, Assignments & Due Dates are tentative and may change at instructor’s discretion.  
In-class writings, as well as out-of-class exercises, are not noted on this schedule. 

Reading Code: Bracketed reading assignments refer to the Presenting to Win text; all others refer to Guide to Managerial Communication. Readings should be completed prior to class session indicated.
	DATE
	TOPIC
	Reading Due
	Assignments Due

	1/10
	Intro to Course & Class
Guide to Success
	
	

	1/12
	Communicating at Work
Communication Networks

[audience & context]
	pp. vii  - x
	

	1/14
	Continued from above & exercises
	
	

	1/17
	MLK Day (no class) 
Resume builder
	
	

	1/19
	Developing Communication Strategy
Composing Effectively

[self-presentation]
	pp. 3 - 59
[Chapters 1, 2, &3]
	Comm Strategy Outline

	1/21
	(Discussion continued from above
	
	

	1/24
	Email &Memorandum Development [format]
Direct Organizational Strategy [content & organization]
	pp. 60-91
	Comm Strategy (group assn) (5%)

	1/26
	Direct Message discussion; Q & A
	[Chapters 4 & 5]
	Direct msg draft

	1/28
	Resumes (introduction)


	
	

	1/31
	Visual Communications [design]
	pp. 113-146
[Chapters 6 & 7]
	E-mail & Direct Msg assns. (10%)

	2/2
	In-Class Design Exercise
Note:  attend Career Fair tomorrow.
	[Chapters 8 & 9]
	Samples of Ads and/or brochures

	2/4
	[day off in exchange for attending Career Fair]
	
	

	2/7
	Review (direct structure & language)
Indirect Message Organization
	
	Copies of “bad news” messages

	2/9
	Peer Review
Group Led Discussion Sign-up
	[Chapters 10 & 11]
	Indirect message draft

	2/11
	Optional indirect message workshop
	
	

	2/14
	Group Led Discussions (2)
Persuasive Message Development
	
	Indirect Message (10%)

	2/16
	Group Led Discussions (2)

Persuasion cont’d.
	
	

	2/18
	Group Led Discussions (3)

More persuasion, if needed
	
	

	2/21
	Persuasive messages; group in-class work
	
	

	2/23
	Career Exploration, Planning and Project
	
	Persuasive Message (group) (5%)

	2/25-3/6
	Spring Break
	
	

	3/7
	Self-Exploration & Job Search activities
	
	

	3/9
	Resumes, in detail
	
	

	3/11
	Career project, cont’d.
	
	

	3/14
	Career project, cont’d.
	
	

	3/16
	Career project, cont’d.
	
	

	3/18
	Career project, cont’d
	
	Two Job Postings

	3/21
	Individual Presentations (6)
Career project, cont’d
	
	Individual Presentation (15%)

	3/23
	Individual Presentations (6)
Career project, cont’d
	
	

	3/25
	Individual Presentations (10)
	
	

	3/28
	Letters of Application (as persuasive messages)
	
	Team Member Requests

	3/30
	Career Doc Workshop
	
	

	4/1
	Career Doc Workshop, continued
	
	

	4/4
	Team Collaboration & Skills
Team Project Assigned
	[Chapters 12, 13, & 14]
	

	4/6
	In-class Project Work
	
	Team Project Research

	4/8
	Team Project Work
	
	

	4/11
	Interview Skills
Team Work
	pp. 147-165
[Appendix A & B]
	Career Documents (15%)

	4/13
	Team Presentations
	
	Team Presentation (10%)
Team Report (10%)

	4/15
	Team Presentations
	
	

	4/18
	Interviewing Skills & Strategies

	
	

	4/20
	Mock Interviews
	
	

	4/22
	Exam Review
	
	

	Final Exams
	12:00 section:  T  4/26  12:30 pm (Room 1340)
  2:00 section:  W 4/27  12:30 pm (Room 1280)
  3:30 section:  R  4/28  12:30 pm (Room 1280)
	
	


Jo Wiley

