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Email: mwatson@bw.edu                                                                               
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Course Description:
This writing intensive course is designed to provide a practical application of business communication skills. Students will demonstrate competency in both oral and written forms in order effectively to communicate with a range of audiences.

Course Objectives
Students will develop communication knowledge and skills for a range of audiences, specifically:
  
Knowledge:
· Know the components of commonly accepted business memos, letters, resumes, proposals, and reports.
· Evaluate the appropriate use of commonly accepted business communications.
· Select reliable reference sources in the preparation of business communications.
· Develop persuasive and supported communications.
Skills:
· Construct professional business correspondence with appropriate mechanics, formats, styles, syntax, usage, grammar, and punctuation.
· Develop oral communication skills.
· Present in a professional manner in interpersonal and public speaking situations.
· Research topics using professional sources, including Ritter Library databases.

This course supports the Written Communications Extension of the Core Curriculum.  In this course, students will use high-quality, credible, relevant sources to support arguments.  The instructor will provide written feedback on all assignments throughout the course.
Text:  Lucas, K, Rawlins, J. D., & Haugen, J. (2023). Business communication: Five core competencies, SAALCK PressBooks
https://saalck.pressbooks.pub/bcomm/#main
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Course requirements  
Written Presentation
	Exercises 
	70 points
	10 pages

	Persuasion: Activity
	20
	2 pages

	Cover letter
	10
	1 Page

	Resume
	10
	  1 Page

	Report
	100
	     12-15 Pages



 Oral Presentation
	Interviews
	20
	

	International readiness ex.
	20
	



Total							250							

Grading Scale (%):
	A+ 99+
	B+ 90-89
	C+ 79-78
	D+ 69-68
	<60 F

	A    98-93
	B   88-82
	C   77-72
	D   67-62
	

	A-   92-91
	B-  81-80
	C-  71-70
	D-  61-60
	




