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A. COURSE DESCRIPTION

Al. COURSE DESCRIPTION
This course explores different genres of written and oral communication employed in

the business environment. Emphasis is placed on utilizing communication strategies
that are tailored to both the audience and the organizational context in which the
communication takes place. The ethical implications of communication within a
business environment are also considered. This course develops a process approach to
writing, which moves from planning through revision and final editing in producing
business-related documents. Students are also introduced to communication
techniques that enhance productivity within groups as well as develop the ability to
write as a team and create presentations that flow seamlessly.

B. TEXTS BOOKS AND MATERIALS

Business Communication: Polishing Your Professional Image, Fourth edition, Shwom

and Snyder

Advertising and International Management Communication. Principles and Practice.

11th Global Edition. Moriarty, Mitchell, Wood and Wells.

Marketing Management, 16t Global Edition: Kotler, Keller and Chernev

C. COURSE CONTENT:

Unit 1: Becoming a Successful Business Communicator: Why is business
communication challenging. Characteristics of a successful business communi-cation

process,

Unit 2: Cross Cultural Business: What is culture? Values attitudes and behaviour.

Social structure. Religion. Personal communication. Social Ethics and Respon-sibility.

Unit 3: Strategic Marketing and Communication. The marketing foundation.
Integrated marketing communication Developing communication strategies.

Promotional strategies. Distribution Strategies. Pricing strategies.



Unit 4: Communication in a World of Change: Basic appeal and National Factors.
Measure and select the Market or Site. Market Research. Segmenting and targeting

audience

Unit 5: Action and Interaction: Functions and elements of communication. The

importance of promotion. Platforms.

Unit 6: Promotional Writing: The writer’s role in brand communication. Types of

writing.

Unit 7: Evaluating Management Communication Effectiveness: Alignment mission

statement and campaign. How performance can be evaluated. Evaluating

performance.
D. GRADING
97-100 A+ 77-79 C+
93-96 A 73-76 C
90-92 A- 70-72 C-
87-89 B+ 67-69 D+
83-86 B 63-66 D
80-82 B- 60-62 D-
Below 60 F

E. CRITERIA FOR ASSESMENT

EXaM 1 oo e 20%
QUIZ L et et 10%
Project oottt e 20%
HOMEWOTIK ..ottt 15%
Attendance and Participation ........ccceuuenu.. 10%
FINAl EXAM cvveeveieee et eeenns 25%



Rubric:

Class participation:

Category Excellent Good Satisfactory Needs
Improvement
Attitude Student is always | Rarely is critical of | Often or Often is critical
respectful of his ideas or work of occasionally has | of the work or
or herself, others, | others. Oftenhasa | 3 positive ideas of others.

and teacher, has a
positive attitude,
and does not
criticize anyone
else’s ideas or
work.

positive attitude
about the task(s).
Usually treats
others and self with
respect.

attitude about
the task(s) and
behavesin a
respectful
manner

Rarely behaves
in a respectful
manner.

Focus on class
work

Consistently stays
focused on in-
class work and
what needs to be
done. Very self-

Focuses on in class
work and what
needs to be done
most of the time.

Focuses on the
task and what
needs to be
done some of
the time. Often

Rarely focuses on
class work and
what needs to be
done.

directed. must be remin -
ded by the
teacher about
what needs to get
done.

Contributions | Routinely Usually provides Sometimes Rarely provides
provides useful useful ideas when | provide useful useful ideas
ideas when participating in ideas when when
participating in classroom participating participating in
classroom discussion. A strong in classroom class-room
discussion. A St,Udent who discussion. discussion. May

. tries hard. .
definite leader A satisfactory refuse to
who contributes a student who participate.
lot of effort. does what is
required.

Working with Almost always Usually Often listens Rarely listens

Others listens to, listens to, to, shares to, shares with,
shares with, shares with, with, and and supports
and supports and supports supports the the eforts of
the efforts of the efforts of eforts of others. Often

others.
Students can
feel safe
volunteering in
this student’s
presence.

others.

others, but
sometimes is
not actively
listening or
responding.

disrupts or
discourages
others’

attempts to
participate.




Preparedness | Brings needed Almost always Often brings Seldom brings
materials to brings needed materials but materials
class and is material to class sometimes and/or is rarely
always ready to and is ready to needs to ready to get to
work work. borrow. work.

Time Routinely uses Usually uses time Tends to Rarely gets work

Management | time well to well, rarely misses | procrastinate, done by
ensure things get | deadlines. does not use deadlines, always
done on time. school time or asks for
Student never schedule extensions or
asks to adjust provided to get does not submit
deadlines. work completed. | work despite

time in school.

Quality of Work | Provides work Provides quality Work occasionally | Provides illegible
of the highest work that reflects needs to be work that reflects
quality that an effort fromthe | redone or does very little effort
reflects the student. not reflect any or does not turn
student’s best time or effort. in any work.
efforts.

Handbook Student is aware | Student seems to Student has Student does not
of and follows all | nearly always know | broken a few rules | follow rules as
rules in the and follow rules as | during this explained in
student outlined in marking period or | student
handbook, the student has made no handbook.
such as handbook. effort to make him
plagiarism, food, or herself aware
drink, tardiest, of the rules.
etc.

Behaviour Student is Student is diligent Student is Student
diligent and and engaged in diligent most Frequently

engaged in class
consistently and
shows no
disruptive
behaviour.

class nearly every
day and shows no
disruptive
behaviour.

of the time but
has fallen asleep
or done nothing
for a few classes.
Shows no
disruptive
behaviour.

sleeps and/or
disrupts class.
Unauthorized
use of mobile
devices in class.




Team project:

At the beginning of term, the instructor will organize you into groups

and assign specific oral presentations on topics or cases directly related

to course work and learning objectives. The project will consist of a

research followed by a class presentation. Your 30 minutes

presentation must be made in PowerPoint format but handed to

instructor in PDF. There will be a team grade and an individual grade. It

is therefore essential that, as a team, you develop team-work skills and

synergies that delivers the highest performance.

* The day of the presentation the group will provide the instructor with hard

copy summary (abstract) of the project of 1000 words (Size 12, doubled space).

Please differentiate the individual sections covered by members.

* Bibliography. Basic citation of bibliography

Beginning: Novice: Proficient: Exemplary
The presentation | The presentation The presentation | The
is at a beginning | may show flashes | is acceptable but | presentation
stage. of quality but could be is exemplary
could be improved | improved in a few
in several important ways
important ways
Content The presentation | Important Information is Information is
does not include | information is complete with complete and
information on missing, or there basic supporting | well supported
the major points. | a@re few supporting | getails, increasing | by detail,
details. audience significantly
knowledge at increasing the
least to some audience's
degree. knowledge of the
topic.
Thinking and The presentation | The presentation The presentation | The presentation

Communication

does not express
main points
clearly,
thoroughly, or
persuasively.

seems to convey
only limited
understanding of
the topic.

The main points
are not clearly
stated or
persuasive.

conveys good
understanding of
the topic, with
some lapses.
The speaker's
main points are
clear but are not
persuasive.

conveys deep and
thorough
understanding of
the topic.

The speaker's
main points are
logical and
persuasive.




Contributions

Routinely
provides useful
ideas when
participating in
classroom
discussion. A
definite leader
who contributes a
lot of effort.

Usually provides
useful ideas when
participating in
classroom
discussion. A strong
student who

tries hard.

Sometimes
provide useful
ideas when
participating
in classroom
discussion.

A satisfactory
student who
does what is
required.

Rarely provides
useful ideas
when
participating in
class-room
discussion. May
refuse to
participate.

Orhanization,
Mechanics, and
Vocabulary

No introduction is
used to capture
audience
attention. The
body of the
presentation
needs
organization and
supporting
details. A suitable
closing is missing.
The speaker has
not mastered key
words and
phrases relevant
to the topic.

The introduction is
unclear or fails to
capture audience
attention. The body
of the presentation
is confusing with
limited supporting
details. The closing
is unclear or does
not include many
of the major points.
The speaker's topic
related vocabulary
is limited.

The introduction
states the purpose
but does not
capture the
attention of the
audience.

The main part of
the presentation
is organized and
sequential with
some supporting
details. The
closing provides a
basic summary of
the most major
points.
Vocabulary is
appropriate to the
topic, with some
lapses.

The introduction
Captures
audience
attention and
gives a clear
statement of
purpose.

The main part of
the presentation
is well organized,
sequential, and
well supported
by detail. The
closing provides a
thorough
summary of all of
the major points.
The speaker
demonstrates a
rich vocabulary
appropriate to
the topic.

Illustration

No presentation
aids.

Presentation aids do
not enhance
audience
understanding or
are confusing.

Presentation aids
are appropriate to
the topic but are
not well
integrated into the
overall
presentation.

Presentation aids
are clearly linked
to the material,
well executed,
and informative
to the audience.

Presentation

Control of
speaking tone,
clarity, and
volume is not
evident.

No evidence of
creativity.
Speaker is visibly
nervous and does

Clarity of speech is
uneven; delivery is
halting.

Limited evidence
of creativity.
Speaker is not
completely sure of
topic but appears
nervous or

Good speaking
voice; recovers
easily from
speaking errors.
Creativity
apparent

but is not well
integrated into
presentation.

Strong, clear
speaking voice
easily understood
by audience. Use
of creativity
keeps audience
engaged.
Speaker conveys
confidence in




Speaker does not
make eye contact
with audience.

not convey disengaged.
interest in the Limited or sporadic
topic. eye contact with

audience. Limited
or inappropriate
use of physical
gesture and facial

Speaker isin
command of the
topic but appears
slightly nervous in
delivery.

Good eye contact

Physical gesture
and awareness of
facial expression
are absent.

expression.

with audience
throughout most
of the
presentation. Use
of physical gesture
and facial
expression is good
but appears
forced or artificial
at times.

talking about

the topic.
Excellent eye
contact with
audience
throughout
presentation. Use
of physical
gesture and facial
expression
conveys energy
and enthusiasm.

Quiz, essays & Final Exam: Quiz and exams are designed to establish and

communicate the progress you are making towards meeting the course learning

objectives listed above.

Inaceptable

Minimally
acceptable

Acceptable

Exceeds
expectations

The answer has seve-
ral errors in both con-
cepttual level and
communication
clarity.

Multiple errors in

the question

The answer contains one
or two basic facts that
are correct but may also
have incorrect
statements.

No connections or
comparisons provided.

The answer con-tains
most of the points
needed to be included.
Communication is
clear.

Correct attempts to
inte-grate the points.

The answer not only
contains the main
points but goes be-yond
them to provide a
critique of their veracity.
The writing is clear and
measured.




