Business Communication
Syllabus 
Spring Semester, 04
Course Code

:


ENG111
Credit Points

:


3

Pre-requisites 

:


None

Course Introduction:  

This course is designed to assist students in developing an understanding of  some of the basic typical  models   used  to  convey different types of oral and written communication.
Course Objectives:

Upon completion of this course the students will be able to:

· Understand the impertinence of writing in workplace dispelling myths about who writes and how.
· Learn how to adapt the massages to audiences, planning, writing, and revising. design  documents ,slides, and screen

· Learning how to use you attitude properly and positive emphasis.
· Learn the format for letters,  memos, and E-mail,
· Understand the positive massages, persuasive massages and Negative massages.

· Understand listening skills, working and writing in teams.

· Learn how to make presentation, proposal and progress reports, short reports, long reports and visuals..

· Learn how to look for a jobs ,preparing resumes ,jobs application letters, interviews, and follow up letters ,call and jobs offers.

Course Contents

· Building  b locks for effective massages
· Creating goodwill
· Letters, Memos, E-Mail massage and Web writing
· Interpersonal Communications
· Research ,Reports, and Visuals
· Jobs hunting
Core Text

Locker, Kaczmarek (2007) Business Communication(Building critical Skills) (Third Edition) McGraw Hill Publishing, USA.
Reference Books

Sinha K.K.,  Business Communication  (Reprint of the 2nd Revised Edition), Galgotia Publishing Company, New Delhi, India. 

Mohan Krishna / Banerji Meera (2001) Developing Communication Skills, Macmillan India Ltd., Delhi, India. 

Sharma R. C. Mohan Krishna (1999) Business Correspondence & Report Writing, TATA McGraw Hill, New Delhi, India.

Guffey Marry Ellen (2001) Essential of Business Communication, 2nd Edition, South Western College Publisher, Australia.

Chandler, Frances G. (1995) Fundamental of Business Communication  IRWIN, Chicago, U.S.

Little Peter (1977) Communication in Business, 3rd Edition, Longman Group Ltd., London, U.K.
Multimedia Sources:

1.http://www.ivysea.com/pages/a_and_t.html

2.http://www.organizational-communication.com/

3.http://www.lib.ohio-state.edu/gateway/bib/organizational.html

4.http://www.leaderu.com/isot/docs/orgcomm.html

5.http://www.questia.com/PageManagerHTMLMediator.qst?action=openPageViewer&docId=55461102
Virtual Library Sources: 
	CDS AVAILABLE AT AUDIO/VISUAL ROOM

	1. Better Business Communication

	2. Effective Presentation Skills

	3. Successful Negotiation

	4. Telephone Courtesy

	5. English Speak Fluent

	6. Learn To Speak English: The Complete Interactive Learning Solution

	7. Organizational Behavior

	8. Organizational Behavior –1998  (Tape 1)

	9. Organizational Behavior – 1998 (Tape 2.3) 

	10.International Business

	11.Global Business Game


Course Policies: 

Attendance: 

Attendance is mandatory in all classes held during the conduct of a course. Absence from classes prevents a student from getting full benefit of a course. Accordingly, absence can result in lower grades due to missed assignments, quizzes, exercises and examinations.

The minimum attendance required for a student to appear for the final examination in a course is 75% of the total credit hours allocated to a course.

The college acknowledges that individual circumstances may prevent a student from attending class or classes. It is the college’s policy to excuse the absence of students that result from the following causes: illness of the student, accident, death in family, participating in College activities, at the request of College authorities and compelling circumstances beyond the student’s control. However, the minimum attendance required for a student to appear for the final examination cannot fall below 50% of the total hours allocated to a course with excused absence.

The student is responsible for all materials covered and announcements made during his/her absence. Students claiming excused absence must apply in writing and furnish documentary support of their assertion that absence resulted from one of the above causes.

Enforcement of the class attendance policy lies with the faculty. However, the decision of a faculty to withdraw a student from class due to poor attendance must be approved by the Head of Academics.

Academic Dishonesty: 

Any attempt by students to copy from other student’s works (cheating) or lifting the material from published or electronic sources  (plagiarism) would be considered as dishonesty. It may result in action ranging from oral warning to cancellation from module, depending upon the severity of the case.

Delivery Methods:

Lectures – Involves providing interactive delivery of lectures

Group Discussions – This is amongst the student members for enhancing their views and discussing in the class

Seminars – Seminars / Presentation to be conducted by the students on various scenarios of cross-cultural communication. Industry experts may also join in such presentations.

Assessments 

Weightage: 
End – Term Examination 




 : 40%

Continuous Assessments  


           : 60%

Mid-Term Examination  
 

:   20%

Research Assignment
    

      
:   10%

3 Quizzes of 5% each   


:   15%

Seminar Report (Group Assignment)
            :   05%

Attendance & Class Participation  

:   10%

Allocation of assessment tools and their weightages have been based on following criteria:

End-Term and Mid-Term Examination covered 60% weightage of the overall assessment and both of these examinations aimed at assessing the students’ conceptual and operational knowledge of the subject learned at different phases

One research assignment with 10% weightage aimed at providing an opportunity to students to apply their theoretical knowledge and skills into a research assignment. 

Three quizzes with 5% weightage each aimed at assessing conceptual understanding of key international business constructs at different intervals.

Seminar Report with 5% Weightage aimed at assessing the understanding cross-cultural issues.

Attendance and class participation with 10% weightage to check the students’ continuous involvement and interest in classroom discussions. 

Assessment Schedule:

Quizzes

First Quiz
     :  Third week  



Second Quiz         Sixth Week



Third Quiz          :  Tenth Week    


Release of Research Assignment: Second Week 

Submission of Research Assignment   : Thirteenth Week 

Mid –Term Examination

   : Eighth Week 

Non-submission penalties: 

 For violating pre-specified deadlines, following penalties will apply:

Work received one day later will attract 5% penalty

Work received two days letter will attract 10% penalty

Work received three days later will attract 15 % penalty

Any work received after third day will not be graded.

15-Week Syllabus (General Emphasis)*
	Week 1
	Read:  Modules 1-2; In-Class: Introduction; diagnostic (writing sample); analyze sample letters or memos with Exercise 1.8.

	Week 2
	Read:  Modules 6-8; In-Class: You-attitude and positive emphasis; discuss improving you-attitude; complete Exercise 6.19 in class [assign as group work].

	
	In-Class:  Reader benefits [really need 2 hours]; complete Exercise 8.9 in class [assign as group work].

Homework Due:  Exercise 7.13. 



	Week 3
	Read:  Modules 3, 13; In-Class: Communicating across cultures; discuss differences in communication styles and norms; biased language; complete Exercise 3.8 in class.  

In-Class:  Discuss using e-mail and writing for the Web properly. 

Homework Due:  Exercise 3.10. 



	Week 4
	Read:  Modules 4 and 9-10; In-Class: Informative and positive messages; complete Exercise 10.8 in class.  

In-Class:  Designing documents; formats for documents, slides, and screens [a full hour would be better; distribute handouts from transparency masters and point to book examples to expedite the discussion.] 

	
	In-Class:  Discuss preparing for the midterm; distribute study guide, if any [an in-class review for a full hour would be better].

Homework Due:  Exercise 10.10 (Positive Message).



	Week 5
	Read:  Module 11; In-Class:  Negative messages; complete Exercise 11.8 in class.

In-Class:  Grammar exercises as needed [choose from Polishing Your Prose assignments throughout the book].

Homework Due:  Exercise 11.15 (Negative Message).



	Week 6
	Read:  Modules 12; In-Class: Persuasive theory; complete Exercise 12.10 in class.

	Week 7
	Read:  Module 17-19; In-Class:  Listening; complete “telephone game” in class.

In-Class: planning, conducting, and recording meetings; working and writing in teams [3 hours is better]; complete Exercise 19.8 in class. 

Homework Due:  Exercise 17.11 (Listening).



	Week 8
	In-Class:  Midterm Exam.

Read:  Modules 26-27; In-Class: Researching jobs; have students bring to class descriptions/want ads for jobs in the field they’re interested in.

In-Class:  Résumés [3 hours is better]; complete Exercise 27.8 in class; job application letters.

Homework Due:  Revisions of Exercises 10.10, 11.15, or 12.15 [decide which you will accept for revision, if not all; building revision into your class allows students to practice skills and reinforce concepts].  Exercise 27.11 or 27.12 (Résumé).



	Week 9
	Read:  Modules 28-29; Job application letters [3 hours is better]; In-Class: complete Exercise 28.9.

In-Class:  Job Interviews [can use more time].
Homework Due:  Exercise 28.10 or 28.11 (Job Application Letter).



	Week 10


	Read:  Module 30; Follow-up letters and calls and job offers [3 hours is better]; In-Class: complete Exercise 30.8.

In-Class:  Complete Exercise 30.8 (Follow-Up Letter).

Homework Due:  Revisions of Exercises 27.11 or 27.12; 28.10 or 28.11 [decide which you will accept for revision, if not all; building revision into your class allows students to practice skills and reinforce concepts].


	Week 11
	Read:  Modules 21-22; In-Class: Proposals and progress reports.

In-Class:  Discuss finding, analyzing, and documenting information [really need 1.5 hours].

Homework Due:  Exercise 23.11 (Short Report) [alternatively, have students write a short research report on the topic of their proposals; they can incorporate information from this report into the long Recommendation Report due later].


	Week 12


	Read:  Modules 23-24; In-Class:  Short reports; return proposals—if the project is approved, start students on their projects; if the project is disapproved, require students to revise and resubmit their proposals by the end of the week; Discuss long reports.


	Week 13
	Read:  Module 25; In-Class: Using visuals in reports; discuss chartjunk and choosing the appropriate visual; if you are in a computer-equipped classroom, discuss using PowerPoint or similar graphics programs to create visuals.

In-Class:  Have students peer review a rough draft of the Recommendation Report [Exercise 24.10].

Homework Due:  Revision of Exercise 23.11 [building revision into your class allows students to practice skills and reinforce concepts].  


	Week 14


	Read:  Module 20; Making oral presentations; discuss oral presentation of problem-solving report due Week 15.
In-Class:  Student conferences [can use more time or expand to include office hours].  Discuss with students the second draft of the Recommendation Report; students not conferencing should work on the oral presentation. 
Homework Due:  Second draft of Problem-Solving Report due at conference [Exercise 24.10].

	Week 15

Week 16
	In-Class:  Oral presentations [5-10 minutes each, depending on class size.]

In-Class:  Discuss preparing for the final exam; distribute study guide, if any [an in-class review for a full hour would be better].

Homework Due:  Final draft of Problem-Solving Report [Exercise 24.10]; Oral Presentations.
Final Exam


Faculty

:

Dr. Rashad aAsaed

Location 

:

Room No. F-10, next to main reception

Contact details
:

06-5439444 Ext. 220






E-Mail  :  ralsaed@skyline1.ac.ae
 Web site                   :                    http:/www.geocities.com/srivastava_skyline
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