BARTON COMMUNITY COLLEGE

COURSE SYLLABUS

I. GENERAL COURSE INFORMATION
Course Number:  

BUSI 1800
Course Title:  

Business Communications

Credit Hours:  

3 

Prerequisite:  

Keyboarding Proficiency

Division and Discipline:  
Workforce Training & Community Education
Course Description:  
The course is designed to present the principles and develop the techniques of writing business correspondence and other forms of business communications.  The use of correct business vocabulary will be stressed as it applies to written business communication.

II. INSTRUCTOR INFORMATION

III. COLLEGE POLICIES
Students and faculty of Barton Community College constitute a special community engaged in the process of education. The College assumes that its students and faculty will demonstrate a code of personal honor that is based upon courtesy, integrity, common sense, and respect for others both within and outside the classroom. 
Plagiarism on any academic endeavors at Barton Community College will not be tolerated. The student is responsible for learning the rules of, and avoiding instances of, intentional or unintentional plagiarism. Information about academic integrity is located in the Student Handbook. 
The College reserves the right to suspend a student for conduct that is determined to be detrimental to the College educational endeavors as outlined in the College Catalog, Student Handbook, and College Policy & Procedure Manual. (Most up-to-date documents are available on the College webpage.) 
Any student seeking an accommodation under the provisions of the Americans with Disability Act (ADA) is to notify Student Support Services via email at disabilityservices@bartonccc.edu.
IV. COURSE AS VIEWED IN THE TOTAL CURRICULUM
Anyone who learns and applies the principles of effective business communications will be better able to convey thoughts in an understandable and courteous manner.  Because of this ability, promotability is enhanced and potential for advancement is greater.  Good communication speeds up the services rendered and enables more efficient operation of business.  Thus, the development of communication skills is an essential element for success in today's fast-changing business world.  However, the true test of the effectiveness of written communication is the development of a message that can be easily read, is clearly understood, is acceptable to the recipient, and will stimulate the intended response.

V. ASSESSMENT OF STUDENT LEARNING
Barton Community College is committed to the assessment of student learning and to quality education.  Assessment activities provide a means to develop an understanding of how students learn, what they know, and what they can do with their knowledge.  Results from these various activities guide Barton, as a learning college, in finding ways to improve student learning.
Course Outcomes, Competencies, and Supplemental Competencies:
A. Demonstrate the necessary traits and attitudes for becoming a successful office worker by assuming responsibility for promptly completing assignments, always being in attendance, and creating an atmosphere of enthusiasm and cooperation.
1. Locate information and select the materials, tools, equipment, or other resources to complete the task.
2. Identify skills needed to maintain effective work relations with coworkers.
3. Exhibit punctuality and dependability.
4. Demonstrate accuracy.
B. To develop an understanding of the principles of effective business communications.
1. Identify, select, and use word processing, graphics, or communications software appropriate for a communications situation.

C. To analyze business letters utilizing the knowledge of the mechanics of good business letter writing.
1. Compose all types of business letters.

D. To apply the knowledge of good letter writing principles in organizing and writing for various business related situations.
1. Compose memos and other business documents.

2. Ask appropriate questions to identify or verify the existence of a problem.

3. Generate alternative solutions to a problem.

4. Proofread and edit for mail ability standards.

E. To compare different types of letters and become familiar with their characteristics.
F. To develop the language arts skills necessary for oral and written communications.
1. Select an appropriate listening style for a given situation.

2. Take a telephone message.

3. Ask questions to clarify oral instructions.

4. Demonstrate correct grammar in speaking.

5. Demonstrate organizational skills in oral communication.

6. Prepare written and visual aids for oral presentations.

G. To develop the ability to emphasize the letter as a means of building goodwill for the company.
H. To develop the ability to use clear, effective language in business communication.
1. Apply grammar, punctuation and spelling to task.

2. Select a speech topic appropriate for a given audience and purpose.

I. To develop the ability to prepare clear, concise reports.
1. Compose reports
VI. INSTRUCTOR'S EXPECTATIONS OF STUDENTS IN CLASS

VII. TEXTBOOK AND OTHER REQUIRED MATERIALS
VIII. REFERENCES

IX. METHODS OF INSTRUCTION AND EVALUATION

X. ATTENDANCE REQUIREMENTS
XI. COURSE OUTLINE

