BA 5

Business Communications

Fall 2013
Hours: Monday, Wednesday and Friday, 2:00 p.m. – 2:50 p.m., Business 42
Amber Balakian

Email: amber.balakian@reedleycollege.edu
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/case study. 

· 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 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, group simulations, Internet research, written reports, and oral presentations.

· Quizzes, role-playing, study guides, and classroom discussions.

Assessment

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

Required Text

Business Communication: Process and Product – by Guffey/Loewy

To Rent:

http://www.amazon.com/Business-Communication-Process-Product-Book/dp/053846626X
Online Only Text:

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

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

**Class Handouts

Recommended Text

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

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
30%


90 - 100%



A
Lecture/Case Notes

10%


80 -   89%



B

Homework/Projects

40%


70 -   79%



C
Quizzes & Exams

20%


60 -   69%



D







< 60%




  F
Attendance & Participation (30%)
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) classes. Students missing four (4) or more classes will be dropped from the course for non-attendance. If it is a medical or family emergency, please bring proof to the following class or be prepared to negotiate against a non-attendance. 
You will be given 5 pts. for each class you attend (185 pts.). These points will be totaled at the end of the semester to determine your Participation Grade. 15 points will be distributed allotted based on whether you actively contributed to in-class discussions and activities. These points are solely left to my discretion.
*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.
Lecture Notes & Case Notes (10%)
You will be required to take notes throughout the semester. These should be based on lectures, class simulations, group assignments and any outside work pertaining to Business Communications. Note taking is a basic skill that should be utilized in almost every context. You will have two “Note Checks” throughout the semester, each worth 50 pts. Notes should be legible and be consistent with materials covered in class.

Homework & Projects (40%)
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. Homework is composed of a variety of personal reflections, case analysis and written communications. I encourage students to work in pairs or groups in order to maximize potential. However, unless otherwise specified, work must be authentic per individual. For specific homework requirements, please review the listed rubrics.
· 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.

Quizzes & Exams (20%)
Quizzes will be assigned throughout the semester. All quizzes will be based on material covered in class discussions and lectures. A review will be administered before quizzes in order for students to ask questions and review the appropriate materials. 

The Final Exam will consist of a group case analysis (100 pts.) and group presentation (100 pts.). You will have at least 80% of the semester to work on both of these final assignments. Class time will be given to meet with your groups, but will be limited. Points will be given based on how well each group fulfills the requirements listed, along with how effectively team members communicate within the group. 
Grades are final unless an error in math is found in the computation of your grade

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

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.

Last day to drop this course: October 11, 2011

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

You spend a great deal of time in business working in groups, but you rarely get to reflect on how you interact with others in a competitive situation. To give you the opportunity to contemplate yourself, you will write a brief half-page analysis that highlights your take on the situation. If it is a personal, performance-based review (negotiation reflection), your self-analysis should review your decision-making and behavior, your personal style, and overall strengths and weaknesses. It should include identification of negotiation theory discussed in class to demonstrate your understanding of these new concepts.  Finally, it should develop an action-oriented personal improvement plan for subsequent negotiations. Reflections should include proper grammar and spelling. Ideas must be organized in a coherent manor. Assignment must be turned in on time
Negotiation Simulation

Many of the negotiation exercises are stylized versions of negotiations in the real world. They require role-playing, as do the following: CEO, analyst, banker, consultant, lawyer, partner, brand manager, leader, parent, teacher, etc. Therefore, treat them seriously. If you are frivolous about what we do, you will learn less and limit your classmates' opportunities to learn. You should try to do well. We will observe the following guidelines.


1. Study and empathize with your assigned roles.  You are to see the world as your character would see it, and behave accordingly.


2. Many exercises have confidential instruction.  It is entirely up to you as to how much of this information—if any—to disclose to the people with whom you are negotiating.  Under no circumstances, however, may you show the actual instruction sheet to anyone else.  This will defeat the purpose of the exercise and will not help you in improving negotiation effectiveness.  As a practical matter, this rule largely mirrors reality.  After all, in most actual situations, you cannot simply show the full set of your real underlying values and information to your negotiating counterparts.


3. Exercises are not graded on the outcomes.  Unless instructed to do so, you are not required to reach a consensus – or other form of agreement.  A ‘no agreement’ is a perfectly acceptable outcome.  You are to learn from the process and the experience overall.

4. Feel free to experiment with different approaches and tactics.  Do all you can to stay in the style you select.

Debriefing Discussion:  Sharing your experience, both success and failure, during the debriefing discussion is an integral part of your course participation. Hence, it is essential that you actively participate in the discussion. Contributions that analyze negotiation behavior, synthesize course concepts with the exercises, or challenge assumptions are particularly welcome. Contributions from your experiences beyond the classroom are also valuable.
Case Analysis 

The case analysis does not require a deep understanding of the organization being analyzed, which is impossible to gain in just a few weeks of term-time work. It does, however, require students to quickly gain an understanding of how these organizations deal with the challenges, and then come up with potential recommendations. This exercise is designed to use the knowledge gained in class and communicate it in a consultant framework. Learning to deal with this analytic challenge and coming up with constructive practical solutions will serve you well in any position you will take on later in life, be it as a consultant, manager or entrepreneur. 

More specifically, an all cases analysis will be graded on the following:
· The quality and thoroughness of the analytical work.

· The use of data or other factual material to support the analysis.

· The appropriate use of key concepts covered in the course.

· Clarity in the organization and presentation of the material.

· Quality of the writing, including grammar and lack of typos.

· Extent to which papers appear written by a team, rather than two or three separate reports stapled together (only applies to group assignments).

· Questions are thoroughly thought out and answers are supported by a coherent use of the analysis. 

Be prepared to discuss questions and findings in class. Similar to a negotiation debriefing, sharing your finding, recommendations, activities and conclusions during the debriefing discussion is an integral part of your course participation. Hence, it is essential that you actively participate in the discussion

If your recommendation does not coincide with the majorities, I will accept it as long as your reasoning is valid and consistent. Use the power of persuasion to convince me that you are right. 

Sample templates will be provided when homework is assigned. 

As a general rule of thumb for all written assignments

Exercises will be graded upon depth of reflection, correct format, punctuation and grammar, clarity of thought, originality and applicability of ideas presented.

	DATE
	MONDAY
	WEDNESDAY
	FRIDAY

	Week 1

August 12, 14 & 15
	Introductions
	In-Class Challenge
	In-Class Challenge Debriefing

HW 1 – Personal Bio

Read Chp. 1

	Week 2

August 19, 21 & 23
	Final Project Groups Assigned

Communication excersises – Red Ball

Read Chp 1 The Starfish and the Spider: The Unstoppable Power of Leaderless Organizations


	Barriers to Communication

Internal and External Communication

Communication excersises - Fear in a Hat

Critical thinking Q&A


	$4 game

$4 game debrief 

HW 2 - $4 Game Reflection

Read Chp. 2



	Week 3

August 26, 28 &30
	Johari Window

7 Elements of Negotiation

Peet’s Coffee Negotiation Prep


	7 Elements of Negotiation cont.

Peet’s Coffee Negotiation Simulation and Debriefing

HW 3 – Peet’s Coffee Negotiation Reflection
	Handling Conflict and Feedback

Setting an Agenda/Group Process

Read Chp. 3

	Week 4

September 2, 4 & 6
	LABOR DAY

No Class
	Rules of Dubai

Critical Thinking

Farrakhan Negotiation Prep

Farrakhan Negotiation Prep


	Farrakhan Negotiation Simulation 

HW 5 & 6 - Farrakhan Negotiation Reflection; Group Final Project Topic 

Read Chp. 4 & 14

	Week 5

September 9, 11, & 13
	Final Project Topic is Due

Farrakhan Negotiation Debriefing

Rhetoric 


	Rhetoric, cont. 

Presidential Speeches

Quiz 1 Review
	Quiz 1

Online Collaboration Tools (groupspace, yahoo, google)

Critical Thinking

HW 7 – Group Collaboration Demo 

Read Chp. 5



	Week 6

September 16, 18 & 20
	Group Collaboration Demo In-Class

Identifying the PM & PSI

	Passive vs. Active

Critical Thinking

ABC In-Class Assignment
	Formatting an Outline

Linking Ideas

Read Chp. 6



	Week 7

September 23, 25 & 27
	Linking Ideas, cont.

Headings 

Independent/Dependent Clauses
	Punctuation

Taco Bell Revision

HW 8 – 6.17
	Business Cover Letter example

Case format example

6.7 cliches 

Read Chp. 7



	Week 8

Sept/Oct 30, 2 & 4   
	Composing an Email

HW 9- Email

Bridging Social Media

Innovation Presentation Prep
	Innovation Presentations

Webcast 

HW 10 – Online Group Webcast
	Blogging

Impromtu Blog In-Class

Read Chp. 8 & 9



	Week 9

October 7, 9 & 11
	Online Webcast Due 

Positive Message 

Chipotle Prompt

VINE
	Negative Message

Direct/Indirect

Quiz 2 Review

Tylenol Case Prep

HW 11 –Tylenol Cover Letter
	HW review

Quiz 2

Intro to Case Analysis

Final Paper Prep

Read Chp. 10



	Week 10

October 14, 16 & 18
	Tylenol Cover Letter due

Similarities of Bad News and Persuasion

XFL Exercise

PSI Excersise 
	R & D Global
	Read Chp. 11

	Week 11

October 21, 23 & 25
	SWOT Analysis 

In-Class Case Study: Magic Johnson

Read Tension in Teams
	VRINE Analysis

Porter’s 5 forces

Discussion and Review of Tension in Teams


	Dove: Evolution of a Brand Prep

HW 12 - Dove: Evolution of a Brand Case Analysis

Read Chp. 12



	Week 12

Oct/Nov 28, 30 & 1
	In-Class Case Study: McDonald’s in China

McDonald’s in China Debrief 


	Dove: Evolution of a Brand Discussion  

HW 13 – Group feedback
	Final Paper Outline Group Feedback Exercise 

Read Chp. 12 



	Week 13

November 4, 6 & 8
	Final Paper Outline Due

Business Plan/Case Analysis 
	Correct Format 

Critical Thinking
	Read Chp. 13

	Week 14

November 11, 13 & 15
	VETERANS DAY

No Class
	
	Read Chp. 15

Read Don’t Sabatoge Your Own Career



	Week 15

November 18, 20 & 22
	Crafting Your Résumé

Read Discovering Your Authentic Leadership

HW 14 –Personal Résumé
	Discussion and Review of Authentic Leadership Reading

Expressing YOU: Power of The Cover Letter

HW 14 – Personal Cover Letter
	Read Chp. 16



	Week 16

November 25 & 27
	In-Class Interview Prep
	In-Class Interview
	Thanksgiving Break

	Week 17

December 3 & 5
	Final Paper Prep
	Final Paper Prep 
	

	Week 18

December 9, 11 & 12
	Final Presentations 
	Final Presentations

Final Paper Due 
	

	
	
	
	


