
BARTON COMMUNITY COLLEGE

COURSE SYLLABUS

I. GENERAL COURSE INFORMATION

Course Number: 
ENGL 1236
Course Title:  
Technical Communications
Credit Hours:  
3

Prerequisites:
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 appropriate placement score.
Division/Discipline:  Academics/English
Course Description:  This course is designed primarily for the student who needs training and practice in writing skills pertaining to his/her own field.  Through focusing on audience and purpose, students learn the technicalities and formats expected of technical writers when creating common pieces of business communication.  Students apply their writing skills to create a variety of reports, letters, instructions, and ethics statements that pertain to their current jobs, areas of study, or future careers. 
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

Today’s workplace requires proficiency in written and oral communication skills.  The Technical Communications course applies the grammar and technical writing skills learned in Business English while reflecting the principles of argument and message forming processes learned in composition courses.  The focus of the Technical Communications course is to learn how to analyze, target, and communicate with an intended audience, using the needs of the audience as a guide for all elements of communication—message and medium to format and design.
The transferability of all college courses will vary among institutions, and perhaps even among departments, colleges, or programs within an institution. Institutional requirements may also change without prior notification. Students are responsible to obtain relevant information from intended transfer institutions to insure that the courses the student enrolls in are the most appropriate set of courses for the transfer program.
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. Compare and contrast technical reading, writing, and research with other forms of these tasks

1. Define technical writing and its importance in the workplace

2. Identify the characteristics of technical writing

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

4. Distinguish the difference between researching at school and at work

5. Identify, collect data, document and take notes from primary and secondary sources

6. Apply technical reading strategies to preview and anticipate material
B. Analyze and determine the best method and language for meeting the needs of various types of audiences

1. Distinguish how to meet the needs of a specific audience and a multiple audience

2. Plan a document’s purpose, scope, and medium
3. Identify, analyze, and target the audience for brief correspondence

4. Break down and utilize strategies for composing good news, bad news, and persuasive messages

5. Utilize purpose-appropriate graphics to meet the needs of the audience

6. Analyze an audience’s backgrounds, needs, and expectations

7. Analyze and compose using objective language as practice for writing scientific reports

8. Analyze forensic reports and identify objective language in forensic processes

9. Analyze and plan for audience, formality, topic, graphic aids, location, time, and stage fright
C. Utilize the writing process and demonstrate understanding of document design in pieces of workplace correspondence

1. Identify an individualized writing process to include document planning, drafting, revising, editing, and publishing a document

2. Prewrite for and format brief correspondence in the form of text messages, emails, memorandums (memos), and letters

3. Determine the audience and design an effective document that clearly meets the intended purpose

4. Construct, format, and utilize easy-to-understand and attractive graphics in document design

5. Plan, organize, and design web pages effectively utilizing document design elements

6. Write text for web pages including specialized web page elements

7. Write two types of summaries and an abstract

8. Create a mechanism description with a visual
9. Write a periodic report, a progress report, and a news release

10. Develop a trip report that meets the needs of the audience

11. Compose an effective and objective incident report

12. Define a proposal and identify its purpose

13. Determine an appropriate format and the steps required to prepare a clear, concise set of instructions

14. Choose and compose a resume in an appropriate style for one’s professional experience

15. Plan and compose employment communication including letters and resumes

16. Define how a recommendation report is used and utilize the structure to accommodate the reader

17. Organize a recommendation report by evaluating criteria and drawing conclusions using a point-by-point analysis

18. Explain what it means to act ethically and develop a personal statement of ethics

19. Describe a culture of ethics and develop a corporate ethics statement

D. Demonstrate workplace-ready interpersonal and oral communication skills

1. Collaborate constructively with others

2. Organize and compose a presentation including an outline and notes

3. Rehearse for a presentation and present with confidence
4. Design criteria for evaluation after determining the problem and possible solutions

5. Analyze the common barriers to ethical behavior and develop a plan for resolving an ethical dilemma

VI. INSTRUCTOR'S EXPECTATIONS OF STUDENTS IN CLASS

VII. TEXTBOOKS AND OTHER REQUIRED MATERIALS

VIII. REFERENCES

IX. METHODS OF INSTRUCTION AND EVALUATION

X. ATTENDANCE REQUIREMENTS

XI. COURSE OUTLINE


