Oral Communication in the Workplace – Comm. 201-005
Syllabus – Fall 2008
Instructor:  


Liesl H. Eberhardt

E-Mail:  



leberhar@uccs.edu
Website:



http://web.uccs.edu/eberhardt
Office:



Columbine Hall 4056
Office Phone:  


719-262-4099
Office Hours:  
1:30 – 2:30 p.m. Tuesdays and Fridays and by appointment

Course/Lecture #/Time:  
Comm. 201-005, Thursdays, 4:30 – 7:05pm

Classroom:  


Columbine Hall 304
Required Text:

O’Hair, D., Friedrich, G.W., & Dixon, L.D. (2008). Strategic Communication In Business and the Professions. (6th ed.). NY: Alyn & Bacon.
Course Description: (Adapted from UCCS Bulletin)

Practically, this course is designed to develop and enhance individual oral communication skills and competencies in various business and professional settings.  The course includes four components: a) the Basics of Business Communication (including an emphasis on diversity); b) Interpersonal Skills and Strategies (including work relationships); c) Working in Groups (including problem solving and negotiation); and d) Preparing and Delivering Effective Business Presentations (including informative, persuasive, and special presentations).

Theoretically, we will explore the various complexities of workplace communication as an ongoing transactional process.  

Course Objectives:

Upon completion of this course, the student will:

1. Improve the effectiveness of his/her workplace communication.

2. Show understanding and employ appropriate techniques leading to effective public speaking in various contexts.

3. Be able to explain and discuss dimensions that impact workplace communication, such as listening, organizational culture and conflict.

4. Be able to describe personal communication responsibility in terms of verbal and nonverbal messages, ethics and diversity.

5. Demonstrate understanding of the basic dynamics of group interaction, to include group stages, group effectiveness, problem solving and decision-making.

Evaluation:


Final grades will be calculated based on the following requirements:
Participation





  75

Viewing






  35

Pre- and Post-assessment



  35

Introduction Speech




  10

Impromptu Presentation 



  75

Formal Presentation #1



125

Formal Presentation #2



125

Team Pre-Presentation



  35

Team Project/Presentation



150

Interviews





  35

Exams (2 x 150/each)




300






Total
          1000 points


Grading scale: A (93%), A- (90%), B+ (88%), B (83%), B- (80%), C+ (78%), C (73%), C- (70%), D+ (68%), D (63%), D- (60%), F (< 59%)


Description of Course Requirements:
Participation: 
Class participation and attendance is very important for your success in this course. Additionally, all students are responsible for constructively critiquing presentations throughout the semester. Most importantly, these critiques will count toward participation points in this course. 

Speech Viewing: 
Each student will purchase a mini-cassette to record Formal Presentation #1 in class and view the speech by appointment in the Center for Excellence in Oral Communication (Oral Comm. Lab Columbine 312).  During this coaching/viewing session, students will be discussing various ways to improve the presentation and become a more effective presenter.  If you do not make it to view your speech on this day, you forfeit your viewing points.    

Pre- and Post- 
Each student will complete the following measures: Rosenberg’s Self- 

Assessment: 
Esteem Scale and the Public Report of Communication Apprehension (PRCA-24). All students are required to make an appointment in the Center for Excellence in Oral Communication for testing during the beginning (pre-) and end (post-) of the semester.  The tests take approximately 15 minutes. Each student must complete BOTH the pre- and post-assessments to meet this requirement.
Interviews:
Students will engage in mock interviews, both as interviewer and as the interviewee.  This will occur via an informal classroom activity that will follow a lecture on developing effective interviewing skills.
Exams: 
There will be two exams over the course of the semester. Exams will be based on lecture and textbook readings in the weeks preceding the date of the exam. Each student must bring a Scantron (form No. 882-E) and #2 pencil for each exam. Each exam is worth 150 points, comprised of multiple-choice and T/F questions. Attendance is imperative the day of the exam.

COMMUNICATION DEPARTMENT CODE OF CONDUCT
The Communication Department has adopted a set of standards to maintain a professional and ethical learning environment for all students enrolled in Communication courses. 

It is important that Department faculty and staff can contact students when necessary. Communication faculty will use UCCS email accounts as their primary means of contacting students. It is, therefore, mandatory for students to check their UCCS email account daily or to forward their UCCS email to their preferred email account. Students are responsible for reading all messages sent to their UCCS email account.

The Department strives to make its classes places of learning where both faculty and students treat each other with respect, equality, courtesy, and civility. The code of conduct with respect to classroom behavior includes the following policies:

Behavior that is considered disruptive will include, but is not limited to, the following:

1. Behaviors that distract any course presenter or other students. This may be exhibited by behavior such as studying for another class, walking out of class without first arranging to be excused, cell phones and/or pagers ringing or beeping, text messaging, web surfing, sleeping during class, chronic lateness to class or from breaks, or any other disruptive lateness.

2. Talking while the instructor is lecturing.

3. Any harassment of students, faculty, or staff (the campus has a zero tolerance policy).

Students violating any of the above will be given one verbal warning with the understanding that a second incident may, at the instructor’s discretion, result in the student being dropped from the class (with the exception of harassment for which one incident is grounds for immediate action).  If the disruptive student is dropped after the final drop date, the student will receive a grade of “F” in the course. 

In all communication courses the decision to excuse an absence is solely at the discretion of the instructor. In addition, plagiarism of any sort in Communication courses will result in a failing grade for that class.


Presentations

1.  Introduction Speech
Length:  2 minutes
Visual Aids:  0 


Outline format: None required

Each student will be given a brief amount of time to interview a classmate and subsequently deliver a short impromptu introduction.  Each student will share what he/she has learned about his/her classmate with the entire class.

2.  Impromptu Presentation
Length: 2 minutes

Visual Aids:   0

Outline format: None required

Students will be required to deliver a 2 minute Impromptu Presentation on a business topic provided by the instructor after being given a brief amount of time to prepare.  Each student will share what they have prepared based on creativity and organization.   

3.  Formal Presentation #1      Length:  5 minutes +/- 1 minute  
Visual Aids:  1 


         References: 2


Outline format: Complete Sentences (Formal) w/Bibliography in APA format 
Each student will present an Informative Speech on a business-related topic.  I suggest choosing a topic you are interested in, have a good understanding of, and one that you feel very confident talking about.  This presentation will only inform the audience on a specific topic – it should not be persuasive.  Topics must be submitted to the instructor at least TWO weeks in advance for approval (see schedule). 

4.  Formal Presentation #2       Length:  7 minutes +/- 1 minute 
Visual Aids:  2  
         References: 4

Outline format: Monroe’s Motivated Sequence w/Bibliography in APA format

Each student will present a persuasive speech about a business-related issue. This presentation will have a clear goal in mind.  Students will decide the desired outcome (i.e. change audience’s thinking, encourage to make a decision, engage in a specific action, or perform a desired behavior) and effectively persuade the audience accordingly.  Topics must be submitted to the instructor at least TWO weeks in advance for approval (see schedule). 

4.  Team Pre-Presentation 
Length:  30 min. appointment

 
In an assigned group, students are required to make an appointment in the Center for Excellence in Oral Communication (262-4770) to deliver a team presentation (at least one week before the scheduled in-class delivery – see schedule).  A Teaching Assistant (TA) will offer feedback and advice for improvement. NOTE:  It is a good idea to arrange for this appointment as soon as possible after choosing and submitting your group topic for this project.  

5.  Team Presentation  
Length:  20 minutes +- 5 min.  

Visual Aids:  2
References: 4

Outline format: Complete Sentences (Formal) w/Bibliography in APA format






Groups will be assigned (3-5 members each) and all members are responsible for preparing and presenting a persuasive and motivational presentation that will propose a solution to a current business problem.  Groups will be given time in class to work on solving the problem.  Topics must be submitted (typed and turned in) to the instructor at least FOUR weeks in advance for approval (see schedule).  Each member of the team must participate equally in the development and delivery of the project, as all students will earn the SAME grade for this final presentation.  

IMPORTANT guidelines regarding all presentations (EXCEPT the Impromptu):

· Presentations are to be delivered on the scheduled day – no make ups will be allowed 

· In order to be considered “prepared” to deliver a presentation, students must:
a. give the instructor one copy of their outline prior to delivery
b. have visual aids readily available (i.e. in the “Public” folder in your NT account, removable media, or offline)
· Dress is always business appropriate

· Speeches that are not within the allotted time limit, including “grace period,” will result in a grade reduction
· If a speech continues for more than 2 minutes beyond the allotted time, the instructor may give a warning to “wrap it up” which will be followed by cutting you off – ending your speech. (Time is in tight supply - please don’t force me to do this)
· Pick topics that are appropriate to the time constraints
· Remember the magic words “in advance” “prepared” and “practice”  
_________________________________________________________________________________

Tentative Schedule (Subject to Change as Necessary)

	Date
	Lecture-Discussion
	Textbook Chapter
	In-Class Activity/Assignments Due

	28 Aug.
	Syllabus - Course Overview
	
	Pre-Assessment – Cob 312

	4 Sep.
	Getting to Know Your Classmates

Developing/Delivering Effective Presentations
	1, 2

13
	Introduction Speeches

Presentation Handouts

Pre-Assessments Must be done by Friday, Sep. 12th

	11 Sep.
	Diversity in Business/Listening Skills
	3, 4
	Impromptu Speeches



	18 Sep.
	Verbal/Nonverbal Skills/Leadership
	5, 6
	Impromptu Speeches

	25 Sep.
	EXAM # 1
	
	Chapters 1, 2, 

3, 4, 5, 6, 13

	2 Oct.
	Informative Presentations/Persuasive Presentations
	14, 15
	Impromptu Speeches

Topics Due: Formal Presentation #1

	9 Oct.
	Work Relationships/Group Communication Strategies
	7, 10, 

11, 12
	Group Work

	16 Oct.
	Informative Speeches (FP # 1)
	Video
	Formal Presentation #1

	23 Oct.
	Informative Speeches (FP # 1)
	Video
	Formal Presentation #1

	30 Oct.
	Principles of Interviewing/Interviews in Business Settings
	8, 9
	Topics Due: Formal Presentation #2 and Group Presentations

	6 Nov.
	EXAM # 2
	
	Chapters 7, 8, 9, 10, 14, 15

	13 Nov.
	Persuasive Speeches (FP # 2)
	
	Formal Presentation #2

	20 Nov.
	Persuasive Speeches (FP # 2)
	
	Formal Presentation #2 

First Day for Post-Assessments, Nov. 19th 

	27 Nov.
	THANKSGIVING
	
	

	4 Dec.
	Group Presentations
	
	Group Presentations- 1, 2, 3

	11 Dec.


	Group Presentations
	
	Group Presentations- 4, 5, 6
Last Day for Post-Assessments, Dec. 12th

	18 Dec.


	Organizational Video

	
	Extra Credit Opportunity


	NOTE:
	* Pre- Assessment

First three weeks of semester
	
	* Post-Assessment

Last three weeks of semester


· If you have a disability for which you are requesting an accommodation, you are encouraged to contact the Disability Services Office within the first week of classes.  The Disability Services Office is located in Main Hall #105 Phone – 262-3354.
· If you are in the military with the potential of being called to military service and/or training during the course of the semester, you are encouraged to let me know no later than the first week of class to discuss the class attendance policy.  
· Any emergency will be handled according to protocols hanging in the classroom.  If you need emergency assistance please dial x3111 from a campus phone.






