BA 5

Business Communications
Fall 2012

Hours: Tuesday and Thursday, 11:00 a.m. – 12:15 p.m., Business 43

Amber Balakian

Email: amber.balakianfarms@gmail.com
Office Hours: Upon request
Course Description

The course is intended to develop the student’s knowledge in the area of composing and preparing business letters, reports, memos and oral communications with an emphasis on organization, correct grammar, conciseness and tone.

Prerequisites

 None.  Advisories include: Eligibility for ENGL 125 & 126 and MATH 101

Learning Objectives & Outcomes: 

· Compose business letters/memos that persuade, inform, evaluate or deliver good/bad news to specific audiences
· Organize an outline

· Conduct primary or secondary research in preparation for a major report. 

· Organize, outline and deliver an oral presentation.

· Create both written and oral communications that are complete, concise and use standard English construction in assignments and exams.
· Create a resume and cover letter that are formatted correctly and persuade potential employers to interview the candidate. 

Learning Methods & Course Activities:

· Lectures based on information provided in the textbook, outside publications, and research.

· Required readings and classroom discussions, activities, and presentations.  Please note all readings must be completed prior to class meetings and material discussions.

· Case analyses and problem solving exercises, Internet research, written reports, and oral presentations.

· Tests, quizzes, study guides, and classroom discussions.

Assessment

Students completing all exams, assignments, and activities with a cumulative, average grade of "C" or better will be deemed as having achieved the course objectives previously stated.

Textbook

BCOM3- Lehman/Dufrene



This textbook is required

Recommended Text

The Starfish and the Spider: The Unstoppable Power of Leaderless Organizations, Ori Brafman and Rod Beckstrom, Penguin Group, 2006.

Getting to Yes: Negotiating Agreement Without Giving In, Roger Fisher and  William L. Ury, Penguin Books, 2011.

Blue Ocean Strategy: How to Create Uncontested Market Space and Make Competition Irrelevant, W. Chan Kim and Renee Mauborgne, Harvard Business School Press, 2005.
Email & Internet

An email address is required of all students. Access to broadband Internet is required. If you do not have an Internet connection, you may use the resources in the Reedley College Library or at other computer labs on campus. 
.
Grading
Your course grade will be based on the percentage of points (total earned / total possible).  

Course Activities & Evaluations:                Earned Percentage of Possible Points - Grade:

Participation/Discussions
15%


90 - 100%



A

Homework/Projects

60%


80 -   89%



B

Quizzes & Exams

25%


70 -   79%



C








60 -   69%



D






< 60%




  F

Attendance & Participation

Your attendance and participation are important.  Attendance will be taken at the beginning of each class period.  You will be given a “free ride” for up to three (3) class hours (50 minutes each); students missing four (4) or more hours may be dropped from the course for non-attendance.
*A large part of the learning will come from our classroom discussions and exercises. It is important that you come to class prepared to discuss the readings, assignments, your own related experiences, and to engage with your peers in class exercises. Equally important is your ability to listen actively to others’ contributions, monitor the timing and amount of your contributions, take responsibility for moving discussions forward, and foster an atmosphere of mutual respect.

Blackboard
 

· The website is:
http://blackboard.reedleycollege.edu
· The standard Blackboard login is:
Username: your student id number  (example: 0123456)
Password:  your student id number

· Blackboard help is available 24/7
· The phone number is 1.866.401.7784

Extra Credit - 
TBA

Homework, Quizzes and Exams

· Homework assignments are a way for you to dig deeper into the course materials and prepare for the tests and exams.  Homework will not be accepted late unless prior arrangements have been made. If you must miss class, you may also e-mail me homework assignments as long as they are submitted prior to when they are due. 

· All homework assignments that are submitted via Blackboard or e-mail must be named correctly.  Homework that is not submitted with the correct name will not be accepted. When naming a homework assignment, make sure to include your first and last name, the course abbreviation, and official assignment title. 

· For example: if I were submitting my Syllabus as homework assignment for this class, I would save it as “Amber Balakian BA 5 Syllabus.”

· Please make sure to submit assignments in Microsoft Office compatible form. Assignments submitted in Word Perfect or other non-industry standard form will not be accepted. 

· If you are participating in school-sanctioned activities (sports, field trips, etc.) and find it necessary to miss class, it is your responsibility to make sure that all your work is turned in and tests/quizzes are taken prior to your departure.  There will be no special dispensation for absences, homework & tests/quizzes missed.

· No make-up exams will be given. It is your responsibility to make sure that you are present on exam day. Accommodations will be made for students with disabilities.
Grades are final unless an error in math is found in the computation of your grade

Drop Policy

If you decide to drop the course, please do not simply stop attending.  In order to officially drop a class you must fill out a program change card, available in the Admissions and Records Office.  Drop dates are listed in your Reedley College Class Schedule.  If you simply stop attending, you will be assigned a letter grade.

Student Conduct
As stated in your schedule of courses, students are expected to conduct themselves in a responsible manner whenever they are on campus or representing the college in any activity. Board Policy 5410 states the specific rules and regulations and a copy of the policy is available in the college library, the admissions office, Dean of Students & Dean of Instruction offices as well as the student activities office. Conduct standards are designed to perpetuate the college’s educational purposes, allowing students to enjoy the right of freedom to learn. To that end, students who fail to meet the conduct standards, or who interfere with the rights of freedom to learn of others will be removed from class.

Appropriate Apparel
Please be aware that the role of the Business Department is to prepare you for the world of work.  We are charged with teaching you about the various functional areas of business as well as appropriate behaviors and attire.  To that end, and in order to better serve the entire class, please refrain from wearing inappropriate apparel to class – including, but not limited to, excessively low cut clothing and low-riding pants.  Gentlemen will not wear hats indoors and no sunglasses unless they have a medical directive stating the sunglasses are necessary for medicinal purposes.

Ethics in the classroom (in person or on-line)
You will notice that we will often discuss ethical issues, as such you should understand that cheating and plagiarism is not acceptable in this class (or any other).
Cell Phone Use
Please, if you carry a cell phone or pager, turn the ringer off or to vibrate so the rest of the class is not disrupted by a ring or beep. 

Accommodations for students with disabilities
· If you have a verified need for an academic accommodation or materials in alternate media (i.e.: Braille, large print, electronic text, etc.) per the Americans with Disabilities Act (ADA) or Section 504 of the Rehabilitation Act, please contact me, or the DSPS office - ext 3332  as soon as possible

· *Please see the Reedley College catalog for clarification of issues and additional guidelines.

THIS SYLLABUS AND THE COURSE ACTIVITIES SCHEDULE ARE SUBJECT TO CHANGE AS DEEMED NECESSARY BY THE INSTRUCTOR.
