BARTON COMMUNITY COLLEGE

COURSE SYLLABUS

I. General course Information

Course Number:  COMM 1222
Course Title:  Technical Communications
Credit Hours:  3
Prerequisite:  ENGL 1200 Business English, ENGL 1194 Intermediate English, ENGL 1199 Principles of Grammar, or ENGL 1204 English Composition I with a grade of C or better or ACT English Score of 17-36, Accuplacer Sentence Skills Score of 69-120, ASSET Writing Skills Score of 40-54, or COMPASS Writing Skills Score of 65-100.
Division and Discipline:  English
Course Description:  This course is designed primarily for students who need training and practice in writing skills pertaining to their own fields. It will involve familiarity with the journals, with research techniques, report and letter writing and basic mechanical skills.
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 VIEWED IN THE TOTAL CURRICULUM
Today’s workplace requires proficiency in written communication skills.  The Technical Communications course reflects the principles of English Composition I by applying those principles to job specific tasks.  The true test of effective written communication is the development of a message that can be easily read, clearly understood, acceptable to the recipient, and will stimulate the intended response.

IV. ASSESSMENT OF STUDENT LEARNING/COURSE OUTCOMES

Barton Community College assesses student learning at several levels:  institutional, program, degree and classroom.  The goal of these assessment activities is to improve student learning.  As a student in this course, you will participate in various assessment activities.  Results of these activities will be used to improve the content and delivery of Barton’s instructional program.
1. Use a systematic approach to writing through planning, drafting, and revising.

2. Express ideas through structured methods of development which include narration, description, process analysis, comparison, classification, definition, and causal analysis.

3. Use arguments to effectively communicate messages.

4. Develop paragraphs using correct sentence structure and word choice with appropriate tone and style.

5. Apply systematic writing approach to job-specific tasks.

V. COMPETENCIES

After successful completion of this course, students should:
1. Define technical writing and its importance in the workplace.
2. Identify the characteristics of technical writing.

3. Compare and contrast technical writing and other types of writing.

4. Identify ethics in technical writing.

5. Determine how to meet the needs of a select and multiple audience.

6. Plan a document’s purpose, scope, and medium.

7. Distinguish the differences between researching at school and at work.

8. Identify, locate, and document primary and secondary sources.

9. Evaluate and take notes from sources.

10. Identify a writing process that suits one’s own writing style.

11. Plan, draft, and revise a document.

12. Prepare memorandums, letters and email that demonstrate proper format.

13. Design an effective document with appropriate graphics.

14. Determine appropriate formats for instructions.

15. Compose clear and concise instructions.
16. Compose progress and periodic reports.

17. Format, organize, and write an effective resume.

18. Format, organize and write an employment letter of application.

19. Organize and prepare an oral presentation.

20. Demonstrate interpersonal skills through working with others.

21. Apply appropriate technology to a task.

VI. INSTRUCTOR’S EXPECTATIONS OF STUDENTS IN CLASS

VII. TEXTBOOK AND OTHER REQUIRED MATERIALS

VIII. REFERENCES

IX. METHODS OF EVALUATION
X. ATTENDANCE

XI. COURSE OUTLINE 

