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COURSE DESCRIPTION: 

This communication workshop focuses on why people communicate the way they do and teaches ways in which the students can be more effective in planning and delivering a written message in a business environment.  Through a variety of interactive exercises, students will learn to optimize business situations through effective use of communications and will develop reusable templates which will continue to improve their effectiveness in the real world.

REQUIRED TEXTS:  

Foss, Rose:  workbook: “You are the Message (1) – Honing Your Tools for Effective Communication-your edge in a competitive marketplace.”   Available at the Merritt Island Campus Student Services after January 3, 2005.  
INSTRUCTOR’S COMMENTS:  

We spend 75% of our day communicating in some way.   A majority of this communication time we spend speaking and listening, and the rest of the time we spend reading and writing.  There is no doubt that communication skills are critical in many aspects of life: personal, academic, and professional. In fact in a 1998 survey of 480 companies the Wall Street Journal reported that employers ranked communication skills first among the desirable personal qualities of future employees. 

In a report on fastest growing careers, the U.S. Department of Labor states that communication skills will be in demand across occupations well into the next century. This workshop helps students identify human motivation (theirs and others) and teaches them to leverage effective communication in order to accomplish their goals, thus creating a win-win situation both from a personal as well as an organizational perspective.
INCOMING COMPETENCY OF STUDENTS EXPECTED BY INSTRUCTOR: 

A student participating in this course is expected to write, conceptualize, and verbalize at a level commensurate with graduate level education; to explore, and challenge the basic assumptions about business; have the initiative to participate in a wide range of experiential and practical exercises as well as the practical application of learned Human Resources theories and concepts to assigned exercises and problems.

COURSE STATEMENT OF OBJECTIVES:  
After completing this workshop the student will be able to:

· Understand and articulate the importance of effective communication for success in a business environment

· Identify communication styles and, in particular, their own as well as their personality type, their values, interests, and other pertinent factors that motivate them to behave and communicate a certain way 

· Identify their audience’s style and motivation so that they may select the best mode of communicating thus enabling them to interact appropriately to gain advantage in a professional situation

· Based on self-exploration and input from key individuals in the student’s life, they will be able to set attainable communication developmental goals and develop a plan to accomplish these goals

· Identify major communication categories and develop a strategy to optimize the use of each

· Identify the different communication mechanisms and the applicability of each different (letter, memo, etc.) 

· Exhibit effective use of language, grammar, syntax, etc. in a business communication environment 

· Develop a template (i.e. road map) to follow for different situations requiring specific communications mechanisms

· Identify the effect of culture and globalization on communication requirements

· Demonstrate the ability to communicate effectively across a culturally diverse audience 
· Plan the communication message 

· Demonstrate an understanding of basic documentation formatting and layout 

· Understand impact of visual and other non-verbal communication

· Identify the communication obstacles in telephone communication and address these appropriately

· Demonstrate a basic understanding of communications technology prevalent in today’s business environment

· Identify and demonstrate effective Internet communication

· Have a basic understanding of business communication technology and demonstrate appropriate use of said technology

· Listen with all the senses to identify the critical nuances found in every communication and communicate appropriately

SUGGESTED SUPPLEMENTAL READINGS:   Current articles pertaining to effective oral and/or written communications. 

SCHEDULE OF REQUIRED READINGS, CLASS PREPARATIONS AND ASSIGNMENTS, LECTURES, DISCUSSIONS, STUDENT PRESENTATIONS, AND EXAMS:

All cases and problems should be completed before class and handed in at the end of the class period they are due.  Late submissions after the class discussion will lose 5 points for each class they are late.  

	Session 1 
	PREPARATION FOR CLASS : Workbook Assignments

CLASSROOM DISCUSSION TOPICS:  

· Introduction to the course and resources
· Self Exploration
· Basic human motivation

	Session 2 
	PREPARATION FOR CLASS : Workbook Assignments

CLASSROOM DISCUSSION TOPICS: 

· Identifying the basics of communications (nuts and bolts)

· Communicating in a global marketplace

· Effective listening – What is the real meaning?

· Communication categories available – which to choose?

	Session 3 
	PREPARATION FOR CLASS : Workbook Assignments 

CLASSROOM DISCUSSION TOPICS:  

· Technology in business, how to use each to gain the best advantage
· Template development: creating effective tools for typical situations
· Final Exercise: when to use what – honing your tools and knowing when and how to use them


RESEARCH REQUIREMENTS:  

A communication piece is required which may use secondary (literature) research, and the development of an actionable proposal related to the student’s principal work area.  Students should use class information to determine the applicability  and selection of a given communication mechanism.

DETERMINATION OF GRADES STATEMENT:

 Determination of grades is based on the following requirements and criteria.

Work that is barely adequate for Graduate work, Minimum Grades: 70-77 or "C": 
Products (papers, case studies, projects, presentations) must be on time, in the correct format, corrected for spelling and grammar, appropriate materials included and referenced, to-the-point and on topic, and conclusions must be supported. 

Examinations (in-class and take home) must be complete, accurate, neat, evidence clear thought, and exhibit concise and to-the-point responses.

Classroom behavior in class discussions and group activities should be responsible, exhibit open communication, constructive and helpful.

Satisfactory Graduate Work, Grades of 78-90, or "B-, B, and B+":  
Products must meet the requirements stated above for minimum requirements and additionally meet professional criteria. For example, documentation should be included to support research papers, the APA format should be used consistently throughout the paper, and substantially more than the minimum number of references should be included. Presentations should be logical, organized and comprehensive.

Examinations (in-class and take home) should be organized, in-depth, comprehensive, logical and complete, and evidence thorough understanding of the subject/topic through application of principles.

Classroom behavior should exhibit very focused activity and thought on the subject/topic of discussion, be motivated, and assist in discovery of new insights and relationships concerning the subject/topic of discussion.

Superior Graduate Work, Grades of 91-100 or "A- and A": 
Products must meet all requirements stated above and additionally meet creative criteria. These criteria include unique topic or subject selection, synthesis of ideas, and evaluation of subject matter and positions found in the literature, be creative in approach, establish new relationships with ideas and provide new insights. 

Examination responses indicate insightfulness of understanding, a synthesis of information and unique ideas, and rationale for application of principles following careful analysis. 

Classroom behavior should exhibit very focused activity and thought on the subject at hand, be motivated, and assist in discovery of new insights and relationships concerning the subject/topic of discussion. An earned grade of "A" represents the best work of students accomplished in a unique and professional manner.

	COURSE REQUIREMENTS:
	% OF GRADE

	a. Attendance
	30%

	b. Class exercises
	50%

	c. Final Exercise
	20%


Taking the numerical score from the formula above and converting it to the appropriate letter grade from the chart determine the student’s letter grading for the course.

	Letter Grade
	Numerical Score

	A
	96-100% (4.0) 

	A-
	91-95% (3.67)

	B+
	87-90% (3.33)

	B
	82-86% (3.0)

	B-
	78-81% (2.67)

	C
	70-77% (2.0)

	F
	69 & below (0)

	I
	Incomplete (0) 

	W
	Withdrew


In order to meet the course objectives this syllabus may be modified at the discretion of the instructor without approval of the students.


Original approved by:
Dr. Calvin D. Fowler, Space Coast Region Academic Dean, November 30, 2005

