Course Syllabus

  Professional Communication
CRN:



XXXXX
COURSE/SEC NO.

PS 3023-TC1
INSTRUCTOR:

Annette Stuckey, Assistant Professor




Lake Point Conference Center




61 Lake Point Lane, Russellville, AR  72802




Office Hours:  Tuesday, Wednesday, Thursday






1:30 p.m. – 5:30 p.m.




Office Phone:  (479) 356-2095




Office FAX:  (479) 968-0205




Email:  astuckey@atu.edu
BLACKBOARD TECHNICAL:  
Blackboard Help Desk – RPL 328





479-964-0577 or 1-866-400-8022





Elearning:  http://etech.atu.edu/student.html





Email:  bbsystem@atu.edu or astuckey@atu.edu
COURSE DESCRIPTION:

This course is designed for non-business majors whose career fields require advanced communications competencies.  Course includes principles of effective business communication using technology to generate professionally-prepared materials including formal correspondence, brochures, public relations materials, graphics, and technical documents.
TEXT REQUIRED FOR THIS COURSE

Hamilton, C. Communicating for Results - A Guide for Business and the Profession.  Belmont, CA:  Thomson-Wadsworth, 2005 (8th Edition).

The required textbook can be ordered online through the ATU Bookstore website at:  http://shop.efollet.com/htmlroot/storehome/arkansastechuniversity70176.html or through any on-line service such as Amazon.com.
SUPPLEMENTAL READINGS AND WEBSITES
Student Companion Web Site:  http://www.wadsworth.com
Norman Career Services Web Site:  http://careers.atu.edu
Bureau of Labor Statistics, U.S. Department of Labor, Career Guide to Industries, 2006-07 Edition, http://www.bls.gov/oco/cg/home.htm
Additional readings will be assigned from provided material or Internet resources.
JUSTIFICATION/RATIONALE FOR THE COURSE
Research in the field of Professional Communications clearly reports the need in business, industry, and non-profit settings for employees proficient in communications skills. This course is designed to prepare students to communicate effectively by means of critical thinking and problem-solving skills, the use of advanced technology, and the ability to work within a team environment often found in today’s culturally diverse workplace. 
COURSE OBJECTIVES 
As the result of participation in this course, students will:
· Develop an awareness of basic communication theory, the communication process, and organizational models.
· Learn about and practice the skills and strategies of effective listeners.

· Obtain experience in exercising team membership skills.
· Gain an awareness of effective leadership styles and leadership skills.
· Demonstrate an understanding of effective techniques used in employments job interviews. 

· Develop knowledge and practical understanding of effective public speaking skills.

HOW COURSE MEETS GENERAL EDUCATION OBJECTIVES
The general education curriculum at Arkansas Tech University is designed to provide a foundation for knowledge common to educated people and to develop the capacity for individuals to expand that knowledge over his or her lifetime. The University has identified a set of comprehensive goals that will allow students to accomplish these general education objectives. This course addresses the following specific Arkansas Tech University general education goals:

Communicate effectively

Think critically

Develop ethical perspectives

Apply scientific and quantitative reasoning
GRADING SCALE
90% - 100% -    A
80% - 89%   -    B
70% - 79%   -    C
60% - 69%   -    D
< 60%            -  F
COURSE ASSESSMENT (Tentative)
Chapter Assignments (20 points each)


260
Discussion Board Topics (20 points each)

120
Quizzes (20 points each)



240
Mid Term





100
PowerPoint Presentation



100
Final Exam  





100




Total





            920
COURSE CONTENT

Weekly Assignments, Projects, Quizzes, and Exams
The weekly assignments, projects, quizzes, and exams will be made available in Blackboard. The completion due date for each is shown in the Course Schedule below and in the Assignments section of your course.  All assignments must be submitted by midnight on the assigned due date, unless you have received prior permission from the instructor to submit them late.  In the event that the instructor changes the due dates, a notice will be posted in the Announcements section in Blackboard.


Discussion Board

Questions for discussion may be posted on the Discussion Board section of Blackboard.  Students will be expected to participate in these online discussions.  Feel free to express thoughts and ideas pertinent to the discussion.  Courteous and civil discourse is expected and abusive or inappropriate comments will not be tolerated.  Credit will be awarded throughout the term for continual, substantive participation in the discussion board forum.

COURSE SCHEDULE (Tentative)
	Activity
	Assessment
	Submission Due Date
(midnight)

	Overview of Syllabus and Course

	Review the Syllabus
Participate in  Discussion Board Introduction
Email instructor using the Send Email function in the Tools section of  Blackboard 
	TBA

	Chapter 1:  The Communication Process:  An Introduction 
	Complete Chapter 1 Assignment (located in Assignments section)

Review for Quiz (located in Course Documents section)

Complete Chapter 1 Quiz (located in Quizzes/Exams section)
	TBA

	Chapter 2:  Organizational Communication

	Complete Chapter 2 Assignment (located in Assignments section)

Review for Quiz (located in Course Documents section)

Complete Chapter 2 Quiz (located in Quizzes/Exams section)


	TBA

	Chapter 3:  Improving Interpersonal Relationships

	Complete Chapter 3 Assignment (located in Assignments section)
Participate in Discussion Board Forum
Review for Quiz (located in Course Documents section)

Complete Chapter 3 Quiz (located in Quizzes/Exams section)


	TBA

	Chapter 4:  Effective Listening

	Complete Chapter 4 Assignment (located in Assignments section)

Review for Quiz (located in Course Documents section)

Complete Chapter 4 Quiz (located in Quizzes/Exams section)


	TBA

	Chapter 5:  Nonverbal Communication in the Organization
	Complete Chapter 5 Assignment (located in Assignments section)
Participate in Discussion Board Forum
Review for Quiz (located in Course Documents section)

Complete Chapter 5 Quiz (located in Quizzes/Exams section)


	TBA

	Chapter 6:  Overcoming Obstacles to Communication in Organizations
	Complete Chapter 6 Assignment

Review for Quiz (located in Course Documents section)

Complete Chapter 6 Quiz (located in Quizzes/Exams section
	TBA

	Chapter 7:  Basic Information for all Types of Interviews
	Complete Chapter 7 Assignment

Review for Midterm (Midterm will cover Chapter 7 only) located in Course Documents section)


	TBA

	MIDTERM EXAM
	Complete Midterm Exam (Chapter 7)
Located in Quizzes/Exams Section


	TBA

	Chapter 8:  The Employment Interview
	Complete Chapter 8 Assignment

Review for Quiz (located in Course Documents section)

Complete Chapter 8 Quiz (located in Quizzes/ Exams section
	TBA

	Resume’ 
	Develop and submit Resume’ to Instructor.  


	TBA

	Chapter 9:  Small-Group Communication and Problem Solving
	Complete Chapter 9 Assignment (located in Assignments section)

Participate in Discussion Board Forum

Review for Quiz (located in Course Documents section)

Complete Chapter 9 Quiz (located in Quizzes/Exams section)
	TBA

	Chapter 10:  Participation and Leadership in Teams
	Complete Chapter 10 Assignment (located in Assignments section)
Review for Quiz (located in Course Documents section)

Complete Chapter 10 Quiz (located in Quizzes/Exams section)
	TBA

	Chapter 11:  Informative Presentations
	Complete Chapter 11 Assignment (located in Assignments section)

Participate in Discussion Board Forum
Review for Quiz (located in Course Documents section)

Complete Chapter 11 Quiz (located in Quizzes/Exams section)
	TBA

	Chapter 12:  Researching, Supporting, and Delivering Your Ideas
	Complete Chapter 12 Assignment (located in Assignments section)

Review for Quiz (located in Course Documents section)

Complete Chapter 12 Quiz (located in Quizzes/Exams section)
	TBA

	Chapter 13: Professional Visual Aids (PowerPoint Presentation)
	Complete Chapter 13:  PowerPoint Presentation Assignment (located in Assignments section).  Email presentation to Instructor

Participate in Discussion Board Forum

	TBA

	Chapter 14:  Persuasive Presentations:  Individual or Team
	Complete Chapter 14 Assignment (located in Assignments section)
Review for Final Exam (located in Course Documents section).
	TBA

	
FINAL EXAM
	
COMPLETE FINAL EXAM (Chapter 14) LOCATED IN EXAMS SECTION
	TBA


COURSE POLICIES

Academic Misconduct

University policy will be followed.  At a minimum, the student (and any student caught assisting in the misconduct) will be given an automatic “F” for the test/assignment in question and possibly an “F” for the course.  Subsequent cases of plagiarism will result in a minimum of one letter grade course reduction for each incident.  In addition, any student who aids another student in plagiarism (e.g., provides a completed homework assignment to another student for submission) will be treated as also being involved in plagiarism and appropriate penalties will apply.   Egregious cases of plagiarism (i.e., large sections copied from another source) will result in an automatic “F” for the course.

Excessive Unexcused Absences/Missed Assignments


If, at any time during the semester, you miss three assignments, you will be referred to the Tech Early Warning Program.  If you are unresponsive within the following two class sessions, you will be dropped from the course by your instructor with an “F” for excessive absences or non-performance.  It is your responsibility to contact the instructor when you cannot attend class or are having a problem completing an assignment. 

Campus policy outlines the dates for dropping a course with a “W”.  If you have a failing score and do not drop before the stated deadline, you will receive an “F” on your transcript for the course; therefore, it is in your best interest to monitor your status in the course and take advantage of the opportunity to withdraw with a “W” rather than remaining in the course and receiving an “F”.  Tech now has a very lenient withdrawal policy which eliminates the deadlines for receiving a “WP” (withdrawn with passing) or “WF” (withdrawn with failing) and has extended the period for withdrawing with just a “W” until almost the end of the semester. 

You are responsible for explaining to the instructor the reason for absences due to sickness, accident or death in the family.  For absences which make it difficult for you to contact the instructor, such as an emergency, you should contact the Student Services Office, Doc Bryan Student Services Center, Room 233, (479-968-0239) to have the instructor notified.[image: image1][image: image2][image: image3][image: image4][image: image5][image: image6]
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