Business and Professional Writing

English 320 

Elizabeth Birmingham (Betsy)

Office: Minard Hall 322 F

Phone:  Office—231-6587   Home—293-1065

E-mail: Elizabeth.Birmingham@ndsu.edu
Office hours: M, T, W, H, F 9-10 and most other times by appointment

Purpose of the Course (bulletin description): 

English 320 is a three-credit course that provides intensive practice employing the conventions of professional genres to write for business and professional contexts.  The objectives of this course are to help you learn to respond to a variety of workplace writing tasks by designing appropriate documents and presentations, individually and in teams.  While it isn’t possible to duplicate a work environment in this classroom, the goal is to provide activities, assignments, and opportunities that will develop the skills and habits you will need to write and function professionally in corporate, non-profit, or small business environments.
Course Objectives: 
Students will learn the following concepts through analyzing professional documents and practice with varied writing tasks:

· the ability to communicate effectively in a variety of contexts and genres

· the ability to integrate knowledge in a coherent and meaningful manner

· the ability to understand and respond to ethical issues involved in workplace communication

· develop professionalism exhibited in such qualities as self-direction, cooperation, civility, reliability, and care in editing and presenting a final product

Texts: 

Graber, Steven.  The Everything Get-A-Job Book.  Boston: Allyn & Bacon, 2000.

Mandel, Steve.  Effective Presentation Skills.  Menlo, CA: Crisp Publications, 2000.

Williams, Robin.  The Non-Designers Design Book, 2nd ed.  Berkley, CA: Peachpit Press, 2004.

Assignments and Grading:  
	UNIT 1:

35%

Five weeks
	Job Packet
	· informational interview (50 pts) &

· business thank-you (25 pts)

· research report (75 pts)

· letter of application (75 pts)

· resume (75 pts)

· in-class problems, quizzes & analyses (50 pts)

	UNIT 2:

30%

Five weeks
	Web site (group)


	· design analysis (50 pts)

· rhetorical analysis (75 pts)

· website (major) (100 pts)

· in-class work, quizzes, group grading (75 pts)

	UNIT 3:

35%

Six weeks
	Project in your discipline (group or individual)
	· Proposal (75 pts)

· Power Point presentation (75 pts)

· progress report memo (50 pts)

· project (major) (100 pts)

· e-mail memos, in-class problems, quizzes & analyses (50 points)


Expect weekly quizzes.  They will ask you to apply what you’ve learned in your reading.  These will help keep you aware of your progress in understanding the material we’re reading.

All projects will be graded on a point scale—910-1000= A; 810-909= B; 700-809=C; 600-699=D; below 590=F.  Keep track of your points and you will know how you are doing in the class.  Grading:

1. A means truly excellent work—exceeding expectations in all areas

2. B means very strong work that exceeds expectations in several areas

3. C means work that adequately completes the assignment

4. D reflects work that does not adequately meet the assignment in one or more areas 

5. F means you did not turn in work, or the work was seriously lacking in several areas

All assignment packets include explicit criteria and grading rubrics for individual projects.  

Format for written assignments: 

 Out-of-class assignments, major and minor, must be typed and must show attention to the needs of your audience (that means the form and format will vary, but they must be appropriate, and usually within the conventional norms for the type of document you're designing). Major projects must be professionally presented—that means how they look, what they're made of, how they are printed, count. I require that you always print a copy of your document for your records.  Never hand in your only copy of a document.  In addition, have a copy in your computer file and have a copy on a backup disk.  This is for your own protection in case of lost projects—these projects require much time and effort.  Backing up your work is an important professional skill—start developing it now.

Attendance:
I plan my class based on the assumption that you will each be here, prepared for class.  If you can't be here regularly because of another commitment, you'll need to take another section of this course that meets at a more convenient time for you.  As at a job, much of what we do in class is collaborative in nature, so absences hurt those people counting on you, as well as hurt your ability to complete your work.  I will excuse one sick day and one personal day each semester.  The sick day is excused if followed (the next class period) by a memo, the personal day is excused if preceded by a memo—in correct memo form.  I will not remind you to get this to me.  After these two absences, there are no more excused days in the semester.

In case of family emergency or serious illness, contact your advisor or the office of Dean of Students as soon as possible.  Either will provide excuses to all your teachers—no memo required.  Absences for official university business must be cleared well in advance to be excused.   If you miss more than a week of class, unexcused, your grade will drop one letter grade for every two absences and after three weeks of missed class (6 classes total—with the 2 potentially excused) I will remove you from group work and ask you to drop the course.  I am very serious about this—not attending class is the most common reason for failing this class.  

Due dates:
Because I advocate a process approach to designing rhetorically appropriate documents, I expect you to rethink and revise documents throughout the semester.  Therefore, I can be flexible on the due dates for the three major assignments.  The projects are large, though, and I don't want you to be scrambling to complete all of them during finals week, so I've included some due dates on the assignment sheets to help you plan your time.  However, because the small assignments are designed to help us (you and I) evaluate your progress on the major assignments, I'll want them by the due dates on the assignment sheets.  To receive credit for quizzes or peer review, documents must be ready in class on the day they are due.  Please turn in major projects in class or during office hours, and not into my mailbox, or under my door, or anyplace else where they might be misplaced.

All work is due on the last regular day of class.  No work or revision will be accepted after that time except under extraordinary circumstances.

Revision:
Any formal written assignment you do in this class may be revised; in fact, I encourage revision.  But if you choose to revise an assignment, you must turn your revision in with a one-page memo describing for me the changes you made and explaining why you feel those changes significantly improve your document.  A good revision memo will cite your texts or online sources to support your reasons for the changes you’ve made.

Academic honesty: 

I assume all the work you turn in will be your own.  This doesn't mean that I do not encourage you to collaborate with others in this class, or get input or feedback from other class members or to incorporate outside sources.  But the work you turn in must be yours and must acknowledge the words and ideas of others in a manner consistent with NDSU University Senate policy, Section 335: Code of Academic Responsibility and Conduct. For more details see: http://www.ndsu.nodak.edu/policy/335.htm.  Turning in someone else’s work, uncredited, will result in failing a project; if you have questions about how to document your work for a professional audience, attend class.  We’ll talk about it.

Special Needs: 

If you have any disabilities or special needs, or need special accommodations in this course, please share your concerns or requests with me as soon as possible.

Calendar:  Practical Writing, English 320
	Date:
	Activities
	What you need to bring or have prepared:

	T, Week 1


H, Week 1
	Introductions

Learning styles

Penny Aipperspach—Career Center

Syllabus

Introduce job packet

Quiz: Syllabus
	(Prepare several questions about job search or career center)

Get a Job, Chapter 1,2

	T, Week 2

H, Week 2
	Interview questions

Practice interviews, cold calls

Project management work 

No class today
	Get a Job, Chapter 3  

Get-A-Job (Bring book to class)
Bring your daily planner or palm to class (if you do not own one, purchase one, 10 pts.)

No class today

	T, Week 3

H, Week 3
	Resumes

Generate resume info

Quiz: design issues 

Cover letters
Personal ads

Using a hook

Quiz: cover letters
	Non-Designers, 11-78

Get-A-Job, Chapter 4, 5 & 6, 46-111

Get-A-Job, Chapter 7 & 8, 116-154

Non-Designers, 79-120



	T, Week 4

H, Week 4
	Research

Memo form

Writing up reports 

Thank you notes

Resumes—Peer review

Quiz: discuss your resume using appropriate design terms from reading  (Open book)
	Power Searching for Anyone (Read on-line by typing this phrase into Google—this will be the 1st hit—by Danny Sullivan)

Search Engine Math (this will be the 2nd hit with above search term) 
Non-Designers, 121-174

Get-A-Job, Chapter 10-13, 170-225

Get-A-Job, Chapter 9, 156-167

A completed draft of your resume is due today; bring a paper copy and a copy on an overhead transparency (available at union copy shop)

Bring Non-Designers to class

	T, Week 5

H, Week 5
	Research report 

peer review research report

Cover letters

Quiz: Write a two paragraph response stating the strengths and weaknesses of your letter based on your peers’ responses and your understanding of a strong cover letter gleaned from our readings and examples.
	A completed draft of your research report in memo form is due today.

A completed draft of your cover letter is due today.  Bring 4 paper copies.

Thank you note due today (bring signed note in an addressed, stamped, unsealed envelope)

	T, Week 6


H, Week 6
	Introduce web design unit/design analysis problem

TLC introduction  (location TBA)

Basic DreamWeaver

Sheree.Kornkven@ndsu.nodak.edu
	Your completed job packet is due today: informational interview, resume, cover letter, research report, and cover letter quiz.



	T, Week 7

H, Week 7
	Work on design analysis problem (Computer lab TBA)

Quiz:  Each group presents 10-12 minute rehearsed analysis of a site to the group. 
	Bring Non-Designers to class; I will provide each group with a web-design text

Be sure you have URL for the site you are analyzing, handouts, any materials your group needs to present.

	T, Week 8

H, Week 8
	Meet in cluster TBA for class time to work on web project

Meet in cluster TBA for class time to work on project
	Bring all necessary materials, disks to save your work, etc. Be ready to work for 1 hour 15 minutes.

Bring all necessary materials, disks to save your work, etc. Be ready to work for 1 hour 15 minutes.


	T, Week 9

H, Week 9
	In-class critique of work to this point

Quiz:  15 minutes for written critique of your group’s work.

Discuss strategies for rhetorical analysis.

Practice rhetorical analysis in groups
	Bring work on disk or CD—be prepared to share concept and work to date with the class.  6 minutes to present—6 minutes of class discussion.  Bring Non-Designers or any web design texts you are working with.



	Spring Break week
	No class
	No assignments

	T, Week 10

H, Week 10
	Peer review analysis paper.

Introduce final project possibilities

Brainstorm ideas for final projects

Quiz: project ideas
	Draft of rhetorical analysis due in class today.

Web project and rhetorical analysis are due today. 

	T, Week 11

H, Week 11
	Project management video

Writing a proposal for a complex project

Group presentation project/books

Progress reports
	Turn in project ideas quiz



	T, Week 12


H, Week 12
	No class—be working on group project, proposal

No class—be working on group project, proposal
	Conferences on proposals—bring a copy of your proposal to the conference for discussion.  Your conference is your due date.



	T, Week 13

H, Week 13
	Power Point refresher class 

Meet in lab TBA

Oral presentation

Impromptu speeches

How people learn

Quiz: Presentation
	Effective Presentation Skills (read whole book)
All proposal revisions are due today.  This is a firm deadline.

Bring Effective Presentation Skills


	T, Week 14

H, Week 14
	Group #1 presents—“Giving and Receiving Feedback”

Group #2 presents—“Business Etiquette”
	Group 1 presents workshop

Progress Report due today.

Group 2 presents workshop

	T, Week 15

H, Week 15
	Groups #3 presents—“Motivating at Work”

Groups 4 presents—“Effective Meeting Skills” 
	Group 3 presents workshop

Group 4 presents workshop



	T, Week 16

H, Week 16
	Group 5 presents—“Writing Effective E-mail”

Self and peer evaluations

Quiz: Using the final feedback from your team, write a memo outlining what you see as your teamwork strengths and development areas.  
	Group 5 presents workshop

Final projects dues today

Paperwork, SROI’s, etc.



	Finals Week
	Meet Tuesday May 10th at 1 pm to get your projects back
	




1

