BUS 3700: Integrated Communication in Business
Spring 2010
Ms. Jo Wiley, Master Faculty Specialist
tc \l1 "Ms. Jo Cornell, AC Specialist



Office: 
3348 Schneider Hall

Office Hours:  

Phone:
387-6077 (office)

M:  10:00 – 11:30 am
E-mail: 
jo.wiley@wmich.edu

M & W:  1:00 – 1:45 pm

Website: 
http://homepages.wmich.edu/~jwiley/

Fridays by appointment

Course Description: This course is designed to expand your understanding of the complexities of oral and written communication in business. Individual and team projects provide practical experience in the development of effective written and oral communication that reflects your ability to analyze and adapt to an audience and be persuasive in written, oral, visual, and electronic modes of communication—as well as in combined modes. BUS 3700 fulfills the Western Michigan University baccalaureate-level writing requirement for General Education.
Course Objectives: BUS 3700 is designed to help you achieve the following goals to communicate effectively:
1) Identify key concepts in any business communication situation, demonstrating the ability to think critically and ethically about communication problems, analyze audiences and purposes, and develop appropriate response strategies and messages.
2)  Understand the importance of communication contexts, with attention to diverse and intercultural audiences, changing business environments, and organizational dynamics.
3) Create written and oral communications that reflect rhetorical analysis, applying appropriate conventions for situational effectiveness.

4) Cultivate productive group communication processes.

5) Use technologies in service to these larger communication goals.

Work of the Course:
Topics:  To meet the course objectives, these topics will be covered:  rhetorical analyses of communication cases and problems; message development, including organizational patterns and persuasive strategies; team communication; visual and design strategies; conventions of language use in business; oral presentations; career search processes, including self-assessments, employment documents, and interviews and critical reading and listening practices.
Outcomes: Upon completion of this course, you will have demonstrated your understanding of effective business communication (written, oral, and visual) both in analysis and creation. You will have worked individually and with groups, considered contemporary technologies for communication, and strategically addressed a variety of communication situations, audiences, and topics.
Baccalaureate-level writing criteria: Written work must meet the University standards that are suggested for any writing-intensive class. Here, they are adapted slightly for business:
1. An ability to demonstrate maturity of thought, usually reflected in the ability to analyze, synthesize, and evaluate messages and information. 

2. An ability to use organizational strategies, conventions, and language (word choice and syntax) appropriate for business contexts.
3. An ability to create and sustain (or develop) a point or idea with length appropriate to the situation.
4. An ability to signal the unfolding plan of a written passage with organized paragraphs and transition devices, and/or sections and headings.
5. An ability to make conventional use of capitalization and punctuation.
6. An ability to use regularly, if not faultlessly, the grammar, syntax, and spelling of professional English.
Course Work: Course activities and assignments include a combination of individual and collaborative assignments, primarily the former. Each instructor provides specific instructions, weights, and evaluative criteria for each assignment. Opportunities for feedback and revision are embedded in at least one of these assignments.  

Work of the course includes in and out-of-class writing assignments, impromptu or “practice” presentations, quizzes or tests, readings, conferencing, workshops, analytical discussions, demonstrations.

 Assignments will include:

· Concepts applications (in and out of class): analytical writing assignments, quizzes, and exam (50%)

· A collection of career search documents (resumes, application letters, and related analytical materials) (15%)

· An individual oral presentation (15%)

· Collaborative project(s) (20%)

At least one assignment above specifically includes or addresses visual components of business communication.  
Text & Materials:
Munter, Mary. Guide to Managerial Communication:  Effective Business Writing and Speaking, 8th ed. 
Weissman, Jerry. Presenting to Win, updated and expanded edition.

Some form of document backup.  I strongly recommend a USB drive due to its compatibility and ease to carry. All assignments must be word processed and backed-up.  A hard drive crash or virus invasion is not an acceptable excuse for a late assignment.
Grading Scale:  Assignments are graded holistically based on the following communication concepts: context, audience, content, organization, self-presentation, language, and format and design. You are encouraged to keep track of assignment grades, both to confirm my records and measure your progress throughout the semester.  The following scale applies:  

A assignments are excellent overall in meeting the standards set by the criteria. At most they have a few     minor weaknesses.

 
B assignments are good overall but may exhibit several minor weaknesses in meeting the criteria. 

 
C assignments are adequate overall but exhibit noticeable weaknesses in two or more categories. 

 
D assignments are weak. They do not meet criteria in one or more areas. 


E papers are unacceptable.  They do not meet much of the assignment criteria and/or display extreme weaknesses in several categories. 


Grading Scale:

A:  93 – 100%

 BA: 88 – 92%; 

B:  83 – 87%

CB: 78 – 82%



C:  73 – 77%

DC:  68 – 72%

D:  63 – 67%

E: 62% and below
Class Policies
Attendance is essential for a successful course outcome.  In-class activities and assignments are an integral component of the course and necessitate everyone’s presence, attention, discussion contribution, and commitment to learning and cannot be made up.  You are responsible for all material covered in class, including any changes to the schedule announced during class or on the course website. Cell phone use during class (ringing, dialing or text-messaging) will constitute an absence for the day.
BUS 3700 requires daily attention to numerous small assignments, a compilation of information, and an awareness of shifting topics.  Students are responsible for understanding and applying content of assigned chapters, much of which will not be directly addressed during class meetings although it will be the foundation for and incorporated into discussions.  The course is not linear; the content loops and connects in a variety of ways and much of your success is dependent on your ability to make and apply connections of content, theory, and application.
Reading and writing assignments are due at the beginning of class on the stated dates.  You must submit a hard copy of your assignments in person to receive credit, unless other arrangements have been made in advance with the instructor. Late assignments will not be accepted.  
Academic integrity is expected of all students at all times.  You are responsible for making yourself aware of and understanding the policies and procedures in the Undergraduate and Graduate Catalogs that pertain to Academic Honesty. These policies include cheating, fabrication, falsification and forgery, multiple submission, plagiarism, complicity and computer misuse. [The policies can be found at http://catalog.wmich.edu under Academic Policies, Student Rights and Responsibilities.] If there is reason to believe you have been involved in academic dishonesty, you will be referred to the Office of Student Conduct. You will be given the opportunity to review the charge(s). If you believe you are not responsible, you will have the opportunity for a hearing. You should consult with your instructor if you are uncertain about an issue of academic honesty prior to the submission of an assignment or test. 
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