Grande Froirie Regional College

Winter 2002

Business Communications I1

BA 1026 (3-1) 3 Credits

JAH g e
Section V3
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Crwen Hoyseth
E401-16 33%-2439 ghoysethid opre.ab.ca

Cvfice Hoaur

MTL00-12:00

F 1030-11:30

of by apposnlmeat. Making an apparinbosent 1§
esieally better

Transferability

Some onversiies or collezes may socepl s courss
for iranster credit. Please chock with e receiving
instihdion,

Records Helention

LClnss records, wobvding fnaf exmns, wall be
mamaEned for ome vesr ather the tast day of his
course, These reconds will then e destronved g
secure manner, Any noclsamed sidenl e bests or
assipnments will be destroved within 30 davs of the
fnst clnss Belecied stodent progects may be kept aud
shown as examples [or litire slasses providiad tleat
fhe progeer coneent fogm has been sigmed.

Text

Boone, Lonis, of sl Comtemporary Biesineds
Communication (Caadion Ed T) Sedrbori;
Premtace Hall, 15492,

Thas dext will be vsed extensavely; vou need to bave
NoSEss 30 (KIS,

Grading Scheme

Aflemelance Crips W aiere LS
Dosmess Letter #1 ... ..000o00 000, .2 5%
Buumess Letters #2 S 1112
IobPackage . .. .. ...cic...o 15%
Fayplovesend Interview . ... .. 5%
Megiing Simulotum | P O 1.
Crrplie Dhesipn Projecd oo ooveienan. 15%%
Cirapdie Desagn Test ..oy L

Feampl Benoart |, L

Presenting a good image through
clear communications = success in
business

Course Description

Building upon BA 1010, BA 1020 covers specific forms of
business and employment communication: business letters
ard memos, resumes, job application letters, interviews,
tormal repons. principles of graphic design and meeting

Tips for Succeeding in this Course

1. Start your propects garly, You can't consestently prodics poed work i
v Besve evervibung umtil the b=t minuie,

L Chowrve yroup membsrs who have similar schedules, simflar working
{bubrits, and similar scadamic goals. A leam is only is strong o fs weakes
Ik

3. Uae the Writing Centre for lelp with your wrilen projects,
4. Attend all classes; ths is not a distawee adocation course. Ongoig and

scive clnss participation is-essential for pethog the mvost oul of thes conrse
Make attendance o privrity,
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In-Class Activities

A vanery of eochmg methods will
be psed. These will molude
legiuras, vigheos, discamsions,
ot speakers, stident
presentations, b class writing
exercises, and senall gooip
ENSrTISCE.

Although the Monday dass =
ahesrpnated ns oo lab, s elass
will e no diffesent than the
Tuerday o Thursday clags.
Lab-ivpe sctivitics may be dons
ot Twesduy ad Thursday and
lechure= vpe sclivities mimy
chie on Measdoys,

Tests/Assignment

Please se the Assignmend Muassal for a detsiled descrplion
ol eacl composent of vour grade. [asted below are the
promimd rebes Tor oll ety and assynoments

X All assignneents and tosts must be compleied in

Course Objectives

1. Tor vetderstand nnd apply the 1echuigqees for composing specific fonms of

elfective business kefters ind memorandz that meet the needs of hath the emnder and
lue targol midicnce,

I To realire the importance of conducling effective meefings amd 1o xpply he
teahniques that allow meetings 1o ochieve objecives

4 Towmsberstand the mporiancs of carcful preparntson and planoing in all
forme of anployment commuumbation and 1@ demonstrme the wse of a prolessional
ageproaci] m & job comgpetithn.

4, To demonsirate the use of persassive commmumication 1echniques in both oral
nnd writien formaly,

Toefloctrvely present an analysis of a simation wsing o formal report format.

3.
&, To appreciate the key componeits of praphic desipn, und demonstruse
eflective desiom of print matemals

7. To devilop team waork skills throagh working in grogps,

be axsizmed & shon essay in lien of atiendapes
Adtgnding e conlerence will be considered ap
gssigmment for e parposes of Tz course,

Attendance

T peed the st ol of thes course, repular attendapce mnd
participation i ¢lass sclivilies is sequiral. Accordingly. 10
prereenmi of the course grade will be detérmined by class
atlendawe. Listed below ar the sfiendance pround rles:

recelve a grade for this course. I vou [uil o
eomnplene i asagnment or ke, vou will be sssigral
8 prade of Incompleic

Assipnments are die of the start of dhe cless ou dee
due date. Unouthoreed [nie assipamends will be
pasczmed 8 LU percent per day late penalty, 15 vou
fead to hand an asdgument i lafe, please nepotiate
& meww ke date with e a7 least 24 hours bele ihe
susipmameat s dueg,

Dz 10 tee extensive nunber of gsstgnmeenis i this
conrse, there will be uo final exan

I acdidinion fo b gradisl course &spmmenis, vou
will be exvpectal fo complete vinoos reading and
wriling assymmenls oulsike of class time.

Manage your e, You ksow g froof wlsm the
ngsaglamenis ane due, so fhere i3 o need 1o do
gvervihomg i fhe sl minole, Thers = potlieg
wresg wilh fimeshiog on ps=ipoment 4 few davi
bediore it @5 doe

Al land m pssignmeents most be word-processed.

Anienhipg the 200 Busioess Conferencs i=
mapdotory for oll foll fume BA students, Full dinse
sindends mnble fo abiend FOR ANY BREASON will

X

Atlendance will be Laken at every class and Iab
cluss which the entire class (o required 1o attend.

Tl attendance prade will he caleolated sccording
i e following formmla!

Aftendance = | - Llnexplapsed Abssneey
Cirnde, 075 x Tolal chisses

EXAMFLE
v il 5 umnrplained shaehees ot g 32 plagses
Artendanice = [-% =l ]28=%73%
Cirandle el
Thergtore, Jor world recelve 720 109 =87 our af M0
FRE IR R R
As adult stdents with other sespoisiinlities, yoo
miy encnter siustivns whech prevent vou from
atbending a schoduled closs. If you must miss a
class, plrase inform me, preferably hefore vour
wheence. {Call my office, 3392419, or e-mail me,
glwvseria gpre.al,can), Lipon your remen, pheass
show me thal you have received a cog of the notex
vl imissad Trom anodher student. 1 both these
things are done. vou will be eligihle for the
attendance marks for the cinss{es) which yoa
wniswed
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Key Dates
Thurs Jau, 100 Besmess Lemar #1 Wed Mar 2077 2002 Business Coufereape
Mon Jan 2] Biesmess Litiers #2 Thizrs: Mar 21 Graphic Diesign Test
Mou. Fek. 4 Jab Package (Dhratt Ome) Thurs Mar. 28 Graphic Design Propent
Tues Febe |9 Job Peckape (Fmal Diraft) Tucs. Ape 2 Progress Report #2
Feb, [9or2l  Interview Simulaticn Apr B or ¥ Business Mesting Smmulation
Tloers, Mar. 7 Progress Reprt 21 ags, Apr [l Fonnal Report

CLASS SCHEDULE Winter 2002

Date Topics

Jan. 3 B T Date Topics
Ff'ﬁﬂ}'};‘:‘r;ﬂ‘mu iy Feb. 25-Mar 1 READING WEEK — Mo Classes
: Iﬁ::ﬂ:ﬂr:ﬁ.laﬁﬂ ’5‘“; 4, : f%:::ﬂ:;-"hﬂﬁmu

- Dusét Propress Rpt. #] (Adar 7

Jan, T, = Drreel Resuests
B, 10 = Cppped Mowrs Messapes Mar. 11, - Ciraphic Design

- Had Mews Measiges 12 14

~Text: €. % aud 9 '

=« Doer Busimess Letbar §1 aw, [0 Mar. 18, - Graphic Dhesign
Jam, 14, = Persimsra: Messapes T h Humu:.m m:ur‘.' e (Mar. 1377
15,17 - Sales Letiers ~Prwes et Wiy 20)

- TE'I:E i h I‘I M.a‘.l' 25. . ‘._;]'ﬂ]'llll._' E‘lﬂﬂlﬂ]l

265, 28 - Forual | =3 :

Jan. 21, - The Job Package Tl B Chmes
2224 - Text: Ch. 17 ' .

-Test: Ch 16

« Proez Ehwsness Letters #2 Chom, 2/ = Bue: Graphic Pesign Projec

Jan. 2828 - The Job Packaga (ibar 2/

a1
Apr, 1, - Hnsiness Moetmps

Fab, 4, « Employment [nlerviewmng 2,4 - Dues Progress Rpt 2 ¢dpr 2

57 ~Text: Cl1. 1% _

- Duee; lob Packnge (Fekh, 4 Apr. 8 ~Due: Meatme (g 5 or 8)

o1 -Dhue: Formal Report (dpe 11

Feb. 11, - Emplovmen lmerviewng

i2H - Fesrmnal Bepord — Forral and Plamming

« Teatz Ch 5 and 11 (shim). p 339378

Feb 18,21 - KO LAB — Family Dray
- Bue: Inferveew Simulstion (Sed f8ae 271




