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BOT 2813

Master course syllabus

BUSINESS COMMUNICATION



Instructor:








Office Location: 

Office Hours: 







Phone: 

Class Time








Email: 



Course Description:

Description: This course develops communication skills with emphasis on principles of writing business correspondence and reports and preparing presentations using electronic media. (3 sch: 3 hr. lecture 
Prerequisites: Mechanics of Communication (BOT 1713) and Document Formatting and Production (BOT 1113), or consent of instructor

Textbook(s) and Material(s):

Resources:  
Student Learning Outcomes:

Upon completion of this course, the student will be able to do the following:

	1.
Compose written communications and presentations.

a.
Identify direct, indirect, and persuasive approaches to writing business correspondence.

b.
Develop skills to produce clear, concise, complete, accurate, and courteous messages.

c.
Compose effective business letters and e-mail messages.

d.
Apply communications skills to the employment process.

(1)
Construct or update a resume.

(2)
Compose a letter of application.

(3)
Compose a follow-up letter.

(4)
Complete an employment application.

(5)
Apply appropriate techniques for employment interviews.

e.
Implement appropriate skills for communicating with a diverse workforce and international audiences.


ATTENDANCE:

 See College Catalog for current attendance policy.
Make-up Policy:

Based on individual instructor requirements
Cheating Policy/Plagiarism:

A student may not use or copy (by any means) another's work (or portions of it) and represent it as his/her own. 

Non-Discrimination/Disability Policy:

Coahoma Community College does not discriminate on the basis of race, color, national origin, sex, disability, or age in its programs and activities. The following person has been designated to handle inquiries regarding the non-discrimination policies: Evelyn Washington; Coordinator for Section 504/ADA, Title IX; 3240 Friars Point Road; Clarksdale, MS 38614; Telephone # (662) 621-4148; Email: ewashington@coahomacc.edu; Office Location: 2nd Floor Whiteside Hall, Office #21OA, For Career and Technical Coordinator – Anne S. Clark at 621-4220 or e-mail ashelton-clark@coahomacc.edu.

INSTRUCTIONAL TECHNIQUES:








Based on individual instructor requirements
EXPECTIONS OF STUDENTS:









1. Perform quality work

2. Exhibit suitable work ethics and good citizenship 

3. Take responsibility for your own learning 

4. Class participation

5. Team Participation
6. Attendance 

METHOD(S) OF EVALUATION:

Based on individual instructor requirements
Grading Scale/System:

(Taken from Coahoma Community College catalog)
                                 The Grading scale 



SCALE
Q.POINTS



100-92


4
A

91-83


3
B

82-74


2
C

73-65


1
D




BELOW 65 

0
F
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