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COURSE DESCRIPTION

In the hope that this course will enhance the possibilities of effective business communication and performance, this course is designed to make available to the student tools capable of interpreting and evaluating workplace phenomena and skills critical for adapting to these events.  We will investigate multiple theories of organization and business communication, and you will be expected to learn how to implement and execute different communication strategies utilizing all of the perspectives discussed in the class and required readings.    Application of theoretical material will occur in both individual and small group performances.  The main goal of the course is to impart the knowledge necessary to development both a theoretical understanding and skill base to critically evaluate the options available in each setting.  As such, along with the readings, which will develop the theoretical backdrop of the course, assignments emphasize the practical component designed to improve your skills of both producing and criticizing organizational communication. Course policies are governed by the College of Liberal Arts and Sciences.
COURSE GOALS

· To develop an understanding of organizational communication theories.

· To advance knowledge and recognition of individual placement along the managerial continuum.

· To increase confidence in individual and group performances.

· To increase knowledge and practice of the skills for effective interviewing.

· To advance critical analysis of professional interactions.

· To produce effective business and professional discourse, with an emphasis on the relation between source, audience, and task/goal.

REQUIRED MATERIALS

Hamilton, Cheryl and Parker, Cordell.  Communicating for Results: A Guide for Business & the Professions (8th edition).  New York: Wadsworth Publishing Company, 2006.
COURSE REQUIREMENTS AND GRADING

The weight of each assignment is listed below:


Persuasive Speech
(10%)

Paper I


(30%)

Resume


(10%)


Cover Letter

(10%)


Weekly Quizzes
(40%) 
GRADE SCALE

A+

97%-100%+

A

93%-96%

A-

90%-92%

B+

87%-89%

B

83%-86%

B-

80%-82%

C+

77%-79%

C

73%-76%

C-

70%-72%

D+

67%-69%

D

63%-66%

D-

60%-62%

F

any percentage less than 59.5%

ATTENDANCE POLICY

You will not be allowed any unexcused absence during the semester.  For each unexcused absence your final grade will be lowered by 3%.  The University excuses absences caused by various unavoidable circumstances: Illness with appropriate documentation, certain religious observances, various University activities, and National Guard Duty.  It is up to you to provide documentation of excused absences, including those of a medical or personal nature.  I will take attendance every day to maintain an accurate record.  The Attendance Policy will be enforced starting on the 2nd Wednesday of the class.

LATE WORK

No late work will be accepted.  Since all of the assignments will require numerous preparation hours outside of the class, I will schedule the due date for work only after the instruction needed to complete the assignment has been given.  It is up to you to root out the specifics of your questions in relation to the assignment by arranging meeting times with me well in advance to the due date.  All work should be scheduled to be complete by the day due.  If you are going to miss the class the day an assignment is due, you may have someone turn in your assignment for you at anytime prior to the beginning of the class period.  I will not accept any electronic messages as completed assignments.  You must turn a paper copy into me to be credited with completing the assignment.
STUDENT EXPECTATIONS

As a student in the College of Liberal Arts and Sciences you have both rights and responsibilities. The College's mission is to prepare you to be a knowledgeable citizen of the 21st century and empower you to meet the challenges of a rapidly changing world. This can only occur in an environment that contributes to your potential for scholarship and creative work.
Students should expect to spend an average of 6 hours per week preparing for class sessions.
You have the right to respect from all faculty members and staff in the College. University policy also discusses in detail faculty members' responsibilities to students. If you have a complaint about an instructor, use the procedures for student complaints about faculty actions that are described below in "Student Complaints Concerning Faculty Actions." 

You also have the right to a classroom environment that encourages learning. As a part of a community of learners, students and faculty should work toward classrooms and courses in which everyone feels able to explore new ideas and acquire new skills. Everyone's ability to learn is lessened when instructors or students engage in behaviors inappropriate to a positive learning environment. The College's Educational Policy Committee has noted that the following behaviors are particularly injurious to the classroom environment.

· Students who sleep in a class or read non-class materials in class disrupt the course. There is a great difference between "active listening" and ignoring the activities of a class session 

· Students who engage in non-class activities, for instance using a cell-phone, working on another class's assignment, and so on disrupt the learning environment of others, as well as reducing the possibility of learning for themselves. 

Your instructors may include a discussion of classroom behavior in the syllabus or during a class period. If there are aspects of the classroom or course activities (including on-line or out-of-class activities) that trouble you, please talk with your instructor about the situation, or with the course supervisor, or with the chair of the offering department. The staff of the CLAS Academic Programs & Services office are also happy to talk with any student about classroom behavior.

Inappropriate classroom behavior by students is a violation of the Code of Student Life. Instructors may take immediate disciplinary action against students who are physically or verbally disruptive in a class or may refer the matter to the dean of students. An instructor who takes immediate action reports in writing to the dean of students what disciplinary action was taken. 

Course Policies
Your Responsibilities:  Your responsibilities to this class, and to your education as a whole, include attendance and participation. This syllabus details specific expectations that the instructor may have about attendance and participation. You have a responsibility to help create a classroom environment where all may learn. At the most basic level, this means you will respect the other members of the class and the instructor and treat them with the courtesy you hope to receive in return.  Specifically, racist, sexist, homophobic or other discriminatory language or behavior will not be tolerated.

Plus-Minus Grading:  All the department's instructors can append plus or minus grades to the letter grades they assign for the course. If the instructor does not specifically indicate in the syllabus that he or she will not assign plusses or minuses, students should assume that this form of grading will be used.

Homework Expectation:  For each semester hour of credit that a Communication Studies course carries, students should expect to spend approximately two hours per week outside of class preparing for class sessions. That is, in a three-credit-hour course, instructors design course assignments on the assumption that students will spend six hours per week in out-of-class preparation. 

Department of Communication Studies policy on extra credit for research participation:  If the instructor of this course chooses to offer extra credit for research participation, you will be offered equal non-research opportunities for extra credit.  If more than one option for research participation becomes available, it will be announced to the class in a manner that allows students to choose among all available options.  Participation in a given study cannot be counted for extra credit in more than one course.

Exam Policies:  Policies on when exams can be given, and the circumstances under which they can be made up, can be found at: http://www.registrar.uiowa.edu/exams/default.aspx.   

Administrative Home  The College of Liberal Arts and Sciences is the administrative home of this course and governs matters such as the add/drop deadlines, the second-grade-only option, and other related issues. Different colleges may have different policies. Questions may be addressed to 120 Schaeffer Hall or see the CLAS Student Academic Handbook [www.clas.uiowa.edu/students/
academic_handbook/index.shtml].

Electronic Communication  University policy specifies that students are responsible for all official correspondences sent to their standard University of Iowa e-mail address (@uiowa.edu). Students should check this account frequently. (Operations Manual, III.15.2. Scroll down to k.11.)

Academic Fraud  Plagiarism and any other activities when students present work that is not their own are academic fraud. Academic fraud is a serious matter and is reported to the departmental DEO and to the Associate Dean for Undergraduate Programs and Curriculum. Instructors and DEOs decide on appropriate consequences at the departmental level while the Associate Dean enforces additional consequences at the collegiate level. See the CLAS Student Academic Handbook.
Making a Suggestion or a Complaint Students with a suggestion or complaint should first visit the instructor, then the course supervisor, and then the departmental DEO. Complaints must be made within six months of the incident. See the CLAS Student Academic Handbook.
Accommodations for Disabilities  A student seeking academic accommodations should first register with Student Disability Services and then meet privately with the course instructor to make particular arrangements. See www.uiowa.edu/~sds/ for more information.

Understanding Sexual Harassment
Sexual harassment subverts the mission of the University and threatens the well-being of students, faculty, and staff. All members of the UI community have a responsibility to uphold this mission and to contribute to a safe environment that enhances learning. Incidents of sexual harassment should be reported immediately. See the UI Comprehensive Guide on Sexual Harassment at www.uiowa.edu/~eod/policies/sexual-harassment-guide/index.html for assistance, definitions, and the full University policy.

Reacting Safely to Severe Weather In severe weather, class members should seek appropriate shelter immediately, leaving the classroom if necessary. The class will continue if possible when the event is over. (Operations Manual, IV.16.14. Scroll down to e. h. and i.)   *The CLAS policy statements have been summarized from the web pages of the College of Liberal Arts and Sciences and The University of Iowa Operations Manual.)

Questions about any of the procedures described above can be answered by the professional staff in CLAS Academic Programs & Services.

WEEKLY SCHEDULE

Week One

1/21

Handout Syllabus and Discuss Course Objectives.

Week Two

1/28

Resume Writing and Cover Letter Writing


Week Three

2/04

Resume Writing and Cover Letter Writing
Week Four

2/11

Interviewing (Chapters 7 & 8 Hamilton) Quiz 1





Discussion of Class Paper Project—MUST HAVE JOB CHOSEN 

Week Five

2/18

Presentations (Chapters 11 & 12 Hamilton); Quiz 2





Practice Speeches in Class
Week Six

2/25

Persuasive Speeches Due
Week Seven

3/04

Persuasive Speeches Due 
Week Eight

3/11

Presentations (Chapters 13 & 14 Hamilton); Quiz 3
Week Nine

3/18

Spring Break
Week Ten

3/25

Class discussion on Project (you should have project near completion)
Week Eleven

4/01

 Project Paper Due
Week Twelve

4/08

Relationship Maintenance (Chapters 3 & 4 Hamilton); Quiz 4
Week Thirteen

4/15

Resume and Cover Letter Due 
Week Fourteen

4/22

Team Maintenance (Chapters 9 & 10 Hamilton); Quiz 5
Week Fifteen

4/29

Theories of Communication (Chapters 1 & 2 Hamilton); Quiz 6
Week Sixteen

5/06

Student Reviews
You are responsible for any changes made to this schedule during the course of the semester.  The above list is tentative and is subject to change.  All changes will be announced in class.

PERSUASIVE SPEECH (10% OF YOUR FINAL GRADE)

You are at an interview and are asked: “So tell me about yourself” (although this question may vary slightly and you are expected to adapt).  You’re expected to demonstrate four of the traits that every interviewer is desperately searching for: intelligence, enthusiasm, confidence, and dependability.   You need to construct a well-thought-out, logically sequenced summary of your experience, skills, talents, and schooling.  Be sure to keep it tightly focused—about 200-350 words, chock full of specifics.  It should take you no more than one to two minutes to recite an answer that includes the following information: Brief introduction, key accomplishments, key strengths demonstrated by these accomplishments, importance of these strengths and accomplishments to the prospective employer, and where you see yourself developing in the position for which you are applying.  The speech should be no longer than 2 minutes and no less than 60 seconds.  Exceeding or falling short of the times outlined and your grade will be deducted by 10%.  As such, it is probably a good idea to time and practice your speech prior to its delivery.  NO MAKE UP FOR MISSED SPEECHES!
PAPER ONE (30% OF YOUR FINAL GRADE)
New this semester is a student project paper.  This will require you to research a company that you wish to work for in the future.  What does this entail?  You will specify an advertised position that you will be applying for.  You will research like positions both within the company you are applying to and like positions at other companies within the same field and in different fields.  After you have collected your data, you will conduct an analysis of skills and knowledge required.  You should include in that analysis recommendations on how to word your resume and a rationale for your recommendations.  You will also conduct a salary comparison for position based on the data you collect and break it down in a way that is meaningful to a reader.  Also, you will conduct a summary of the company’s financial strength.  What is its credit rating?  What is its market share?  What is its income?  What are its liabilities? Ect…  You will need to check both quarterly reports and industry rankings to ascertain this evidence.  Based on this information, you will conduct an analysis to determine if the company is “worth” the risk of investing your employment.  Also, you will need to identify new product development, new internal improvements, and company culture.  Finally, you will write a rationale for why this company is the company of choice for work and provide talking points for an effective interview.  This project is due 3 weeks before class ends.  This way each of you can use each other’s work to better prepare for the future.
WEEKLY QUIZZES (40% OF YOUR FINAL GRADE)

You will be given 6 quizzes throughout the semester.  Each quiz is worth 8% of your grade.  NO MAKE UP for missed quizzes.  I will drop you lowest quiz.  This means you can miss one without penalty.  If you are going to miss a quiz for University reasons, you will need to arrange a time to take the exam prior to its being given to the class.
RESUME AND COVER LETTER (WORTH 20% OF YOUR FINAL GRADE)

You must draft a resume (10%) and cover letter (10%) in response to the specific job advertisement you wrote your project paper on.  You must include the job advertisement with your finished work.  Your grade will be based on the guidelines and suggestions presented in class and in the reading material.  The job advertisement will place your resume and cover letter in context.  This context will influence the way I evaluate your resume and cover letter.  If your resume ends up in the circular file (trash can) you will fail the assignment.  If you have any misspellings or your work reflects less than what is expected in a professional resume and cover letter you will fail the assignment. 
TYPICAL CLASS SCHEDULE

The day will start with administration of a quiz (if applicable).  Proceeding quizzes will be a discussion on a set of possible interview questions and practicing answering questions followed by analysis and evaluation.  We will then discuss the readings of the day in either lecture format or discussion format.

