Syllabus

Course Number: BCOM 4350

Title: Advanced Business Communications

Term: Fall 2015

Contact Information

Instructor: Kristen A. Lawson, Ph. D.

Office Location: JSOM 4.432

Office Hours: M 9:30 — 11:00 a.m., T 12:30 — 2 p.m., or by appointment
Email: Kristen.Lawson@utdallas.edu

Office Phone: 972.883.5827

Course Prerequisites, Co-requisites, and/or Other Restrictions

Prerequisites: BCOM 3311 and (MATH 1326 or MATH 2414 or MATH 2419). Since BCOM 4350 is a
challenging, upper-level class, you should have at least college-level writing skills and both written and oral
proficiency in English.

Course Description

(3 semester hours) This course builds on BCOM 3311 by helping students work towards mastery of three
critical communication competencies: business speaking, professional use of social media/technology in/for
work, and the development of a professional online presence. Students will gain experience engaging in
many different kinds of oral communication for business, both individually and in teams.

Course Goals/Student Learning Objectives
This course is designed to help you:
Develop the critical communication skills you need to make oral presentations, communicate interpersonally,

work effectively in teams, and use technology professionally.

Analyze differences in professional audiences/readers and make smart creative choices in your professional
communication.

Understand the importance of oral communication and develop/strengthen habits that will help you a more
professional, mature, and independent professional.

Increase your confidence as someone who can ‘think on your feet” and adapt to complex business situations.

Required Textbooks and Materials

The required book can be found here: http://goo.gl/54UsT (you may purchase the hard copy or rent the
eBook). In addition to this, we will be using many outside readings, links to which can be found on the
syllabus.

Assignments

100 points — Small Talk Journal (5 @ 20 points each)

100 points — Group Reading Presentation

100 points — Presentation Quizzes (10 points each)

150 points — Interview

100 points — Project Revision

100 points — Refined Elevator Pitch

150 points — Professional Online Portfolio (POP)

150 points — Portfolio Presentation and Reflection
50 points — Portfolio Reflection

1000 points



http://coursebook.utdallas.edu/search/searchresults/now/bcom3311
http://coursebook.utdallas.edu/search/searchresults/now/math1326
http://coursebook.utdallas.edu/search/searchresults/now/math2414
http://coursebook.utdallas.edu/search/searchresults/now/math2419
http://coursebook.utdallas.edu/search/searchresults/now/bcom3311
http://goo.gl/54UsT

Final grades will be assigned according to the UTD Undergraduate Catalog scale with “+” and “-*.

Grading Scale:

970-1000 A+ 870-899 B+ 770-799 C+ 670-699 D+ 0-590 F
940-969 A 840-869 B  740-769C  640-669 D
900-939 A- 800-839 B- 700-739 C- 600-639 D

Grading Policy

All work should also demonstrate the same professional and ethical standards expected of you in the
workplace, including proofreading and editing carefully all work you submit in this class. Professionalism
also means that you use appropriate source citation wherever and whenever necessary so that you avoid
violations of copyright — even if those violations are inadvertent. By internalizing these skills now, you give
yourself an advantage when heading into the workplace — not to mention in keeping yourself out of trouble in
school!

Writing Help

You are strongly encouraged to use the JISOM Business Communication Center. The JSOM Business
Communication Center provides support for students of all writing levels and abilities, so do not hesitate to
take advantage of what is offered there. The BCC is located in JSOM 12.106.

Visit http://jindal.utdallas.edu/student-resources/business-communication-center/to make an appointment, find
resources for business writing, and learn how to use APA to cite materials in your writing. Keep in mind that
there can be a wait around the time that papers are due, so planning ahead and making an appointment can
help you make effective use of your time.

Attendance

Things happen to all of us. You get 2 free absences in this class.

Each absence after that = 10 points off your final grade.

Therefore, make sure you are counted present in each class that you do attend.

COURSE POLICIES:
Late Work

All assignments will be submitted electronically through eLearning by the beginning of the class day it is
due, unless otherwise specified. Deadlines in the professional world are a serious matter. Missed deadlines
mean lost contracts, delayed product releases, skyrocketing expenses, and, in some cases, the loss, quite
literally, of millions of dollars in revenue. Missed deadlines also compromise professional reputations and
careers. Work that does not meet the assignment’s constraints is unprofessional and creates administrative
headaches. “Technological problems” is not a valid excuse for late work, so plan accordingly. If you turn in
an item late, it will lose one letter grade for every 24 hours it is late. So, for example, if you turn in an item
two days late and it would have earned an A if it had been turned in on time, it would now receive a C.

Individual Extra Credit

Other than extra credit opportunities offered to the entire class, |1 do not curve individual items, nor do
I offer “extra credit” work or “special consideration” to allow individual students a chance to raise
their grade. If a personal situation arises during the semester that may affect your classroom performance,
please talk to me sooner rather than later. If you wait until the end of the semester, I won’t be able to help
you. | can work with you more easily if you speak to me when the situation arises.


https://webmail.utdallas.edu/owa/redir.aspx?C=Xp9XTZthQEO5H08TVNzMiaMo4vYRAtIITgpmguaeLCls9bsQe93w_d9CP-y3NWflC5FyiiHJ2dY.&URL=http%3a%2f%2fjindal.utdallas.edu%2fstudent-resources%2fbusiness-communication-center%2f

Classroom Citizenship

In keeping with this course’s professional communication mandate, you are expected to use every
opportunity in the course to practice communicating in a civil and professional manner. Each class is an
opportunity to hone your skills in the effective and efficient use of language, the center of business
communications.

Technology Requirements

The course is taught using eLearning, and you should develop the habit of checking both eLearning and
your UTD email often for assignments and announcements. Reliable and frequent internet
connectivity is indispensable — not having internet access will make your group projects more difficult
and will not serve as a valid excuse for shortcomings. You also have the responsibility to ensure that you
have access to the course for the duration of the semester and must submit all assignments, except for the
proposal, through the internet. Failure to check UTD or eLearning email, errors in forwarding email, and
email bounced from over-quota mailboxes are not acceptable excuses for missing course or project-related
email, just like they would not be acceptable excuses in the workplace. Your classmates and | will be
counting on you to stay in contact with us, and you should be able to count on us as well.

Classroom and Equipment Use Policies

No laptops, cell phones, pagers, or other electronic messaging services may be used in the classroom
unless you have cleared it with me first. You and your classmates have invested a lot of time and money
into taking this class, and you owe it to each other not to disrupt the classroom.

University Policies and Procedures

Please see the following for Student Conduct and Discipline, Religious Holidays, Academic Integrity, Email
Use, Withdrawal from Class, Student Grievance Procedures, and other university policies and procedures:
http://coursebook.utdallas.edu/syllabus-policies/

These descriptions and timelines are subject to change at the discretion of the Professor.


http://coursebook.utdallas.edu/syllabus-policies/

Business Communications 4350 Fall 2015 Course Schedule

Readings are due on the date on which they are listed; so, for example, I expect you to have read “Are They
Really Ready to Work?” before class on Thursday, 27 August and come to class ready to discuss it. Note:
While the syllabus is intended as a general guideline of our activities and due dates, | reserve the right to
change the syllabus should the need arise.

Tuesday, 25 Aug.

Introduction; Review Syllabus
Review Small Talk Assignment

Thursday, 27 Aug.

School Skills / Professional Skills: skim "Are They Really Ready To Work?"
Review Group Reading Presentation Assignment and sign up

Tuesday , 1 Sep.

Small Talk Assignment #1 Due
Blog readings: Digital Natives, Generation Nice
Active Listening — in class

Thursday, 3 Sept.

Reading: The Next 20 Years

Tuesday , 8 Sept.

Interviewing reading: How to Ace
Review Interview Assignment

Thursday, 10 Sept.

Reading: How to Create the Ideal LinkedIn Profile
Polishing your LinkedIn Profile
Social Media Activity Day — bring laptops to class

Tuesday, 15 Sept.

Review POP assignment
Nonverbal skills reading: Matter over Mind
Cuddy video — in class

Thursday, 17 Sept.

NO CLASS — ATTEND CAREER EXPO INSTEAD FOR SMALL TALK
ASSIGNMENT #2

Tuesday, 22 Sept.

Review Project Assignment
Nonverbal skills reading: The Psyche on Automatic

Thursday, 24 Sept.

Small Talk Assignment #2 Due
Reading: TBD Reading

Tuesday, 29 Sept.

Nonverbal skills reading: Young Women, Give Up the Vocal Fry; From Upspeak to

Vocal Fry

Thursday, 1 Oct.

Review Elevator Pitch assignment

Tuesday, 6 Oct.

Chapter 1 Presentation

Thursday, 8 Oct.

Chapter 2 Presentation

Tuesday, 13 Oct.

Small Talk Assignment #3 Due
Portfolio check-in day

Thursday, 15 Oct.

Interview Assignment Due
Chapter 3 Presentation

Tuesday, 20 Oct.

Project Presentations

Thursday, 22 Oct.

Project Presentations

Tuesday, 27 Oct.

SPRING BREAK — NO CLASS!

Thursday, 29 Oct.

Project Presentations

Tuesday, 3 Nov.

Elevator Pitch Assignment due
Chapter 4 Presentation

Thursday. 5 Nov.

Chapter 5 Presentation

Tuesday, 10 Nov.

Small Talk #4 Due
Work on POP in class day / POP Consultations
Identify POP presentation partner & meet with them in class

Thursday, 12 Nov.

Chapter 6 Presentation
POP Reflection / POP Consultations



http://www.p21.org/storage/documents/FINAL_REPORT_PDF09-29-06.pdf
http://blogs.hbr.org/cs/2012/03/digital_natives_are_slow_to_pi.html
http://www.nytimes.com/2014/08/17/fashion/the-millennials-are-generation-nice.html?_r=0
http://www.youtube.com/watch?v=r_Y2VyJWYGs
http://download.2164.net/PDF-newsletters/next20years.pdf
http://www.forbes.com/sites/jacquelynsmith/2014/01/15/how-to-ace-10-of-the-most-common-interview-questions/3/
http://www.forbes.com/sites/laurashin/2014/10/20/how-to-create-the-ideal-linkedin-profile/
http://brooks.blogs.nytimes.com/2011/04/20/matter-over-mind/?_r=0
http://www.youtube.com/watch?v=TdU2l0i2Wh0
http://harvardmagazine.com/2010/11/the-psyche-on-automatic
https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=19&cad=rja&uact=8&ved=0CE0QFjAIOApqFQoTCPezmuWojccCFcmcgAodNDEOfQ&url=http%3A%2F%2Fwww.theguardian.com%2Fcommentisfree%2F2015%2Fjul%2F24%2Fvocal-fry-strong-female-voice&ei=05S_Vbf-F8m5ggS04rjoBw&usg=AFQjCNE70_F46n2fId1tUKdfqDdUlsZOWg&sig2=f4x14BeOqXOoP226iAJNLg&bvm=bv.99261572,d.eXY
https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=1&ved=0CB8QFjAAahUKEwjBscPhp43HAhUC4oAKHQUpAC8&url=http%3A%2F%2Fwww.npr.org%2F2015%2F07%2F23%2F425608745%2Ffrom-upspeak-to-vocal-fry-are-we-policing-young-womens-voices&ei=v5O_VYHWDoLEgwSF0oD4Ag&usg=AFQjCNE-FASenEXodKA5NcunqzgBq7OTtg&sig2=u-dXNai6K_vTAIAfElYCbw&bvm=bv.99261572,d.eXY
https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=1&ved=0CB8QFjAAahUKEwjBscPhp43HAhUC4oAKHQUpAC8&url=http%3A%2F%2Fwww.npr.org%2F2015%2F07%2F23%2F425608745%2Ffrom-upspeak-to-vocal-fry-are-we-policing-young-womens-voices&ei=v5O_VYHWDoLEgwSF0oD4Ag&usg=AFQjCNE-FASenEXodKA5NcunqzgBq7OTtg&sig2=u-dXNai6K_vTAIAfElYCbw&bvm=bv.99261572,d.eXY

Tuesday, 17 Oct.

POP due by midnight!

Thursday, 19 Oct.

Special Event — Mandatory Attendance; POP Reflection due

Tuesday, 24 Nov.

NO SCHOOL - THANKSGIVING HOLIDAY

Nov 26 — Nov 29

POP Presentation Prep Day
Small Talk #5 due

Tuesday, 1 Dec.

POP PRESENTATIONS

Thursday, 3 Dec.

POP PRESENTATIONS

Tuesday, 8 Dec.

POP PRESENTATIONS
Final wrap up




