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BUSINESS 032 – BUSINESS COMMUNICATION (ONLINE)
SPRING 2021 – Course Number:  16201
February 8, 2021 to June 7, 2021

Sherice L. Bellamy, Ed.D., MBA
Adjunct Assistant Professor


Class Location:  ONLINE
Telephone: (213) 305-2609


Office Hours:  Thursdays 5:00 – 6:00 p.m.
Email:  shericebellamy@yahoo.com 

Course Description:  This course covers the principles and techniques of the effective use of English as a communication tool.  It identifies the speaking, listening, reading, writing and computer skills needed to send clear and concise messages.  Practical experience is given in writing letters, memos, reports, application letters and job-winning resumes utilizing electronic communications and the Internet.

Textbook (required): NO Textbook purchase required: Textbook and other resources are fully online in the Canvas platform.  Business Communication Skills for Managers, Lumen Learning et al. (online in the Student Resources tab)
Materials Needed:  Access to the internet and a valid email address.

Objectives:  Upon completion of this course students will be able to:

· Understand the importance of becoming an effective and professional communicator by improving verbal and nonverbal communication skills and using technology to communicate effectively, i.e. 
email, blogs, etc.
· Collect data from secondary sources including print and electronic sources and generate primary data from surveys, interviews, observation, and experimentation.

· Write effective persuasive messages that request favors and action, including outlining the components of a writing plan for sales.

· Outline procedures for planning, leading, and participating in productive business meetings and writing minutes of meetings and summaries.
· Explain ways to polish one’s professional telephone skills and list techniques for making the best use of voice mail.

· Explain the major elements of organizing the content of a presentation and identify techniques for gaining audience rapport.

· Prepare for employment by identifying one’s interests, writing a resume and preparing for employment interviews, including researching the target company and writing follow-up letters.
Standard Learning Objectives (SLOs):
· Write well organized, well developed, effective, well edited, logically sound, and clear business emails and memos that use correct subject-verb agreement.
· Demonstrate the ability to analyze a business dilemma that requires a written message and determine an appropriate strategy to solve the issue (direct pattern, persuasive pattern, or negative news pattern.
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Grading Scale:

Assignments



    Total Points
    Grades
Quizzes (15 x 25 points)


375

A  90-100%
Assignments (6 x 25 points)  
   
  
125

B  80-89%
Assignments (4 x 50 points)


200

C  70-79%
Discussion (1 x 25 points)


  25
   
D  60-69%
Mid-Term Exam (1 x 100 points)

100

F   59 and below
Final Exam (1 x 150 points)


150






975
Attendance:

Please note that attendance (class participation) is part of your overall grade; therefore, missing class will affect your grade significantly.  This is determined by your class attendance and participation in the online assignments and discussions posted each week.

If you miss two (2) consecutive classes (determined by whether or not you have participated in the online discussions and completed the writing assignment(s) for the week), you may be dropped from the course on the 3rd miss.
Late Assignments Policy:

Please submit all work on time. However, assignments and discussions will be assessed a 50% late penalty if received within one week (7 days) of the assignment due date.  No assignments or discussions will be accepted after the 7-day grace period. This grace period does not apply to quizzes and exams.  For questions regarding assignments and discussions, please plan ahead and contact me before the due date.
Each assignment will open and close on a specific date.  All assignments must be posted online in the designated (appropriate) section unless otherwise specified.  
Each assignment will open and close on a specific date.  All assignments must be posted online in the designated (appropriate) section unless otherwise specified.  In the event that the CANVAS system is not working properly, assignments may be emailed in order to meet the required deadline.  This is the only reason an emailed assignment will be accepted.  THE EMAIL MUST BE SENT ON THE APPROPRIATE DUE DATE, OTHERWISE THE ASSIGNMENT WILL NOT BE ACCEPTED.    WRITING ASSIGNMENTS MUST BE TYPED AS A MICROSOFT WORD DOCUMENT (with the .doc or .docx extension).  PRESENTATIONS MUST BE TYPED IN POWERPOINT (with the .ppt or .pptx extension). DOCUMENTS TYPED IN WORD PERFECT (with the .wps extension) or other software programs CANNOT BE OPENED ON MY COMPUTER AND WILL NOT BE ACCEPTED.  PLEASE MAKE SURE THAT YOUR DOCUMENTS ARE TYPED USING THE APPROPRIATE SOFTWARE PROGRAM.  The preferred format is Times New Roman, 11 or 12-pitch font, with one inch margins, unless specific instructions are given for formatting the assignment.
BUSINESS 032 (cont’d.)

Page 3 of 7
The normal flow of the course will go as followed:

 

After reviewing the Syllabus and Announcements for the week, please review the PowerPoint presentation and any additional instructions, lecture notes, readings, websites, or other supplemental materials that have been posted.  Subsequently, review and complete the Chapter Readings, Discussions, Writing Assignments, Quizzes or Exams. Complete and post assignments and discussions by the due date.  TO REITERATE, THE ASSIGNMENTS AND DISCUSSIONS WILL OPEN AND CLOSE ON A SPECIFIC DATE.  
Technical Difficulties:  Please refer to the Technical Requirements link at http://www.wlac.edu/online to access the Student Help Desk forum where your issue may be addressed in the Frequently Asked Questions section. If not, scroll down to the WEST ~ WLAC section and post a message explaining the problem or contact the WLAC Distance Learning Program Office at (310) 287-4305 or via email: ichone@wlac.edu.

Office Hours:  Please call me at (213) 305-2609 to schedule a time to meet during office hours or to ask questions regarding this syllabus or any of the assignments.  For questions regarding assignments, please call me 48 hours before the due date to give me time to respond to you prior to the closing date of the assignment.

Week 1, Mon. 02/08, due Mon. 02/22



1.  Post your introduction in the Discussion

2.  Review the Syllabus.

     

3.  Download the text book .pdf in the Modules section.



4.  Read Module 1 – Communicating in Business.




5.  Review the PowerPoint presentation for Module 1.
6.  Complete the Quiz for Module 1.
7.  Complete the Assignment for Module 1.

Week 2, Mon. 02/15, due Mon. 02/22



1.  Read Module 2 – Writing in Business.



2.  Review the PowerPoint presentation for Module 2.

3.  Complete the Quiz for Module 2.
Week 3, Mon. 02/22, due Mon. 03/01



1.  Read Module 3 – Written Communication.



2.  Review the PowerPoint presentation for Module 3.



3.  Complete the Quiz for Module 3. 




4.  Complete the Assignment for Module 3.
Week 4, Mon. 03/01, due Mon. 03/08



1.  Read Module 4 – Research.



2.  Review the PowerPoint presentation for Module 4.



3.  Complete the Quiz for Module 4. 

4.  Complete the Assignment for Module 4.
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Week 5, Mon. 03/08, due Mon. 03/15
 




1.  Read Module 5 – Visual Media.



2.  Review the PowerPoint presentation for Module 5.



3.  Complete the Quiz for Module 5. 




4.  Complete the Discussion (Visual Essay) for Module 5.
Week 6, Mon. 03/15, due Mon. 03/22



1.  Read Module 6 – Reports.



2.  Review the PowerPoint presentation for Module 6.



3.  Complete the Quiz for Module 6. 

4.  Complete the Assignment (Reports/Meeting Minutes) for Module 6.
Week 7, Mon. 03/22, due Mon. 03/29



1.  Read Module 7 – Public Speaking.



2.  Review the PowerPoint presentation for Module 7.



3.  Complete the Quiz for Module 7. 
4.  Complete the MidTerm EXAM.
Week 8, Mon. 03/29, due Fri. 04/12



1.  Read Module 8 – Developing and Delivering Business Presentations.



2.  Review the PowerPoint presentation for Module 8.



3.  Complete the Quiz for Module 8. 

SPRING BREAK APRIL 3 THROUGH APRIL 9
Week 9, Mon. 04/12, due Mon. 04/19



1.  Read Module 9 – Communicating Through Technology.



2.  Review the PowerPoint presentation for Module 9.



3.  Complete the Quiz for Module 9.
4.  Complete the Assignment (Communicating Through Technology) for Module 9.
Week 10, Mon. 04/19, due Mon. 04/26



1.  Read Module 10 – Social Media.



2.  Review the PowerPoint presentation for Module 10.



3.  Complete the Quiz for Module 10. 

Week 11, Mon. 04/26, due Mon. 05/03



1.  Read Module 11 – Communicating Different Messages.



2.  Review the PowerPoint presentation for Module 11.



3.  Complete the Quiz for Module 11. 

4.  Complete the Assignment (Communicating Different Messages) for Module 11.
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Week 12, Mon. 05/03, due Mon. 05/10



1.  Read Module 12 – Collaboration In and Across Teams.



2.  Review the PowerPoint presentation for Module 12.



3.  Complete the Quiz for Module 12. 

4.  Complete the Assignment (Collaboration In and Across Teams) for Module 12.

a. Assigned groups must sign-up for Zoom presentations.

Week 13, Mon. 05/10, due Mon. 05/17



1.  Read Module 13 – Social Diversity in the Workplace.



2.  Review the PowerPoint presentation for Module 13.



3.  Complete the Quiz for Module 13. 

4.  Complete the Assignment (Social Diversity in the Workplace) for Module 13. 
Week 14, Mon. 05/17, due Mon. 05/24



1.  Read Module 14 – Finding a Job.




2.  Review the PowerPoint presentation for Module 14.




3.  Complete the Quiz for Module 14. 

4.  Complete the Assignment (Finding a Job) for Module 14.

Week 15, Mon. 05/24, due Mon. 05/31



1.  Read Module 15 – Recruiting and Selecting New Employees.




2.  Review the PowerPoint presentation for Module 15.




3.  Complete the Quiz for Module 15. 

4.  Complete the Assignment for Module 15.

Week 16, Mon. 05/31 due Mon. 06/07



1.  FINAL EXAM
ACADEMIC CALENDAR:
http://www.wlac.edu/Academic/Academic-Calendar/2020-2021-Calendar.aspx#springsession1
COLLEGE RESOURCES:
Office of Disabled Student Programs and Services (DSP&S)
Student Services Building (SSB) 320| (310) 287-4450. West Los Angeles College recognizes and welcomes its responsibility to provide an equal educational opportunity to all disabled individuals. The Office of Disabled Students Programs and Services (DSP&S) has been established to provide support services for all verified disabled students pursuing a college education. DSP&S students may qualify for: priority registration, registration assistance, special parking permits, sign language interpreters and assistive technology (WLAC College Catalog).
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Instructional Support (Tutoring) & Learning Skills Center
Heldman Learning Resources Center (HLRC) | (310) 287-4404 Improve your reading, language, vocabulary, spelling, math fundamentals and chemistry knowledge with convenient, self-paced computer-aided courses in the Learning Skills Center. Increase your knowledge and learning success: sign up for tutoring in various college subjects (WLAC College Catalog).

Library Services

Heldman Learning Resources Center (HLRC) | (310) 287-4269 & (310) 287-4486
The WLAC Library provides instruction on how to use the online catalog, periodical and research databases. In addition to a large collection of books, periodicals and videos the WLAC Library has course textbooks which students may use while in the Library. Web access is available in LIRL as well as meeting rooms. The upper floors provide a beautiful view ideal for study (WLAC College Catalog). For more information, refer to attached link: 

http://www.wlac.edu/academics/pdf/WLAC_Catalog_Policies.pdf
Campus Sherriff’s Office (Emergency Preparedness)
C3 Building, Parking Lot 5 | (310) 287-4311 & (310) 287-4314 For more information, refer to attached link: http://www.wlac.edu/Sheriff/Index.aspx
The Sheriff’s Office website includes information about drill or emergency building evacuations, Title IX resources (if you have been the victim of Sexual Harassment; Sexual Violence and/or Gender-Based Discrimination), and what do to in the event of a lock-down or active shooter situation.
COLLEGE POLICIES:

Board Rule 9803.28 ACADEMIC DISHONESTY (plagiarism)

Violations of Academic Integrity include, but are not limited to, the following actions: cheating on an exam, plagiarism, working together on assignment, paper or project when the instructor has specifically stated students should not do so, submitting the same term paper to more than one instructor, or allowing another individual to assume one’s identity for the purpose of enhancing one’s grade.
STUDENT DISCIPLINE PROCEDURES Community college districts are required by law to adopt standards of student conduct along with applicable penalties for violation (Education Code Section 66300). The Los Angeles Community College District has complied with this requirement by adopting Board Rule 9803, Standards of Conduct.

The District has adopted Board Rule 91101, Student Discipline Procedures, to provide uniform procedures to assure due process when a student is charged with a violation of the Standards of Conduct. All proceedings held in accordance with these procedures shall relate specifically to an alleged violation of the established Standards of Conduct. These provisions do not apply to grievance procedures, student organization councils and courts, or residence determination and other academic and legal requirements for admission and retention. Disciplinary measures may be taken by the College independently of any charges filed through civil or criminal authorities, or both.
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Violations of any of the Board Rules shall result in student discipline imposed in accordance with the Student Discipline Procedures as stated in Board Rule 91101. Discipline includes warning, reprimand, disciplinary probation, suspension or termination of financial aid, suspension, withdrawal of consent to remain on campus, expulsion subject to reconsideration, and permanent expulsion. Furthermore, institutional policies and practices may impose disciplinary sanctions on students and employees consistent with local, state, and federal law, up to and including expulsion, termination of employment, and referral for prosecution for violations of the standard of conduct. The Los Angeles Community College District is committed to drug- and alcohol-free campuses, and we ask you to share in this commitment and dedication.

For additional information on academic integrity and other rules governing student behavior and academic policies, please refer to the college catalog at http://wlac.edu/academics/pdf/WLAC_Catalog_Policies.pdf
.

Recording Devices

State law in California prohibits the use of any electronic listening or recording device in a classroom without prior consent of the instructor and college administration. Any student who needs to use electronic aids must secure the consent of the instructor. If the instructor agrees to the request, a notice of consent must be forwarded to the Vice President of Academic Affairs for approval (WLAC College Catalog). For more information, refer to the attached link: http://www.wlac.edu/academics/pdf/WLAC_Catalog_Policies.pdf
If you have any questions regarding this syllabus, please call me at the phone number listed above.  If you do not call or contact me via email, I will assume you understand the syllabus.

Please note that the instructor reserves the right to make changes to this syllabus at any time.


