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I. GENERAL COURSE INFORMATION

Course Number:


COMM 1220

Course Title:


Organizational Communication

Credit Hours:


3

Prerequisites:


None

Division/Discipline:

Liberal Arts and Sciences/Humanities/Communication

Course Description:

This course is designed to teach and analyze the functions of organizational communication necessary to obtain and become successful in an organizational setting. This includes maintaining effective employer/employee relationships, providing effective supervisory skills, using persuasion in the marketplace and business world, and understanding the non-verbal communication factors inherent within an organization.

II. CLASSROOM POLICY

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.

The College reserves the right to suspend a student for conduct that is detrimental to the College’s educational endeavors as outlined in the College Catalog.

Plagiarism on any academic endeavors at Barton Community College will not be tolerated. Learn the rules of, and avoid instances of, intentional or unintentional plagiarism.

Anyone seeking an accommodation under provisions of the Americans with Disabilities Act should notify Student Support Services.

III. COURSE AS VIEWED IN THE TOTAL CURRICULUM

Organizational Communication is an approved general education course at BCC that can be used to fulfill degree requirements as a breadth humanities course. This course transfers well and may be used to help fulfill credit and course requirements as a communication elective at most, if not all, Kansas Regents’ institutions. However, general education and major requirements vary among institutions, and perhaps even among departments, colleges, or programs within an institution. Also, these requirements may change from time to time and without notification. Therefore, it shall be the students’ responsibility to obtain relevant information from intended transfer institutions during their tenure at BCCC to insure that they enroll in the most appropriate set of courses for the transfer program.

IV. ASSESSMENT OF STUDENT LEARNING/COURSE OUTCOMES

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.

1. Students will recognize that there must be consistency amid change in communications. Consistent are human and organizational needs, appropriate language use and proven communication principles. Change is most evident in media and technology use, audience diversity and expectations.

2. students will focus on the communicator and the results that the communicator is able to achieve in accomplishing a task.

3. Students will recognize the appropriate media to communicate for a specific task.

4. Students will recognize quality communications that develop customer  and employer/employee satisfaction.

V. COURSE COMPETENCIES

Upon completion of this course the student should be able to:

Unit One – Communication and Professionalism (Chapters 1 – 2)

1. Recognize the impact of technology on communication in business and the professions.

2. Explain the value of one-to-one messages in building rapport and life-long relationships.

3. Describe some social, economic, and organizational shifts influencing today’s business communications.

4. Distinguish between “share of market” and “share of customer.”

5. Define the objective of any communication.

6. Cite the three most important expectations in effective communications.

7. Cite some myths regarding communication in the workplace.

8. Compare your skills with those required in today’s workplace.

9. Determine the cost to business if poor communications exist between employees, between employer and employees or employees and customers.

10. Describe the four states of individual and organizational learning.

11. Explain the notion that the “receiver” determines the success of communications.
12. Recognize that professionalism in actions (etiquette) and communications have a great effect on the work environment.

Unit Two – Consistency and Change in Communications (Chapters 3-7)

1. Define Maslow’s hierarchy of human needs.

2. Identify basic human needs that need to be satisfied while a person is on the job or when a person is working with customers.

3. State how basic human needs can be satisfied through effective communications.

4. Define “internal” and “external” customers of a business.

5. Recognize how perceptions and language use affect communications.

6. Understand the function of language and some common misconceptions about how words work.

7. Understand how personality problems can arise from the misuse of language.

8. Describe the kinds of non-verbal communications that arise in business communications.

9. State how different attitudes, beliefs, and values can be potential barriers to clear communication.

10. Recognize communication barriers caused by noise, channels, and feedback.

11. Recognize the impact communication barriers have in effective employee/employer relationships.

12. Apply audience analysis to the work environment.

13. Describe the various communication tools used successfully in organizations.

14. Recognize the problem of communication overload and some ways to deal with it.

15. Differentiate between communication efficiency and communication effectiveness.

16. Identify the widespread diversity in audiences for business messages.

17. Cite the differences in male-female communication tendencies and how that applies to the work environment.

18. Cite potholes, turnoffs, or irritants that affect a positive work environment.

19. Describe how fun at work can be boosted by effective communications.
20. Describe some characteristics of “American style” conversation and how people from different cultural backgrounds might interpret this.

Unit Three – Document Writing Skills: Effectiveness and Change (Chapter 8-13)

1. Define the functional nature of business communications.

2. Create a conversational and efficient tone in writing by avoiding unnecessary repetition and by using simple, familiar wording, concrete nouns, and active verbs.

3. Recognize common failures in working messages.

4. Identify ten common business-writing problems that can impact both accuracy and tone of a document.

5. Cite how to avoid tone problems, such as abrasiveness, preaching, false-sincerity, and sexist language.

6. Apply Writing Skills Applicable to Business Situations including the following:

a. Prepare a resume, application form and Compose business letters Compose memos and other business documents Compose reports and business plans Completing forms Proofread and edit for mailability standards

Unit Four – Report Writing Skills for Effectiveness and Change

1. Describe the purpose and characteristics of a successful business report.

2. Describe the five most common reports used in business.

3. Differentiate between a routine report and a special report.

4. Describe the value of an effective business report when working in a supervisory position.

5. List the four key questions involved in planning a business report.

6. Define the key elements of an effective plan or proposal.

7. Describe four basic ways to finding information for preparing a business report.

8. Describe how to plan and present budgets  that will be included in a report

9. Write a business plan, business report, or proposal. 

Unit Five Speaking and Listening Skills for Effectiveness and Change (Chapters 14-15)

1. Describe the difference between listening and hearing.

2. Describe the various factors that complicate listening.

3. Explain the difference between support listening and retention listening.

4. Explain information overload.

5. Identify poor listening habits.

6. Describe situations where faulty listening and speaking can cost a company customers, employees or money.

7. Identify and distinguish among the four types of oral communications commonly used in business.

8. Cite the six nonverbal variables that can affect the speaker’s total image.

9. Identify six common mistakes that can detract from the speaker’s message.

10. Identify four factors that determine your perceived credibility in a given situation.

11. Explain how to participate in or lead a problem solving meeting more effectively.

12. Describe the three phases of a participative, problem-solving meeting.

13. Distinguish between the two general reasons for meetings.

14. List the four ways the group process can backfire, resulting in poor decisions.

15. Identify eight ways to effectively participate in meetings.

VI. INSTRUCTOR’S EXPECTATIONS OF STUDENTS IN CLASS

VII. TEXTBOOKS AND OTHER REQUIRED MATERIALS

VIII. REFERENCES

IX. METHODS OF INSTRUCTION AND EVALUATION
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XI. COURSE OUTLINE
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