' Grande Prairie Regional College |

Business Administration

B4 1020 - Business Comwvionicalions W Winter 2000 ”

—

instrictor:
Srek Erfandson

fice:

Telephonea:
539-2088 (affice)
EF-2T27 thame/

Fax:
539-2978 (office)
Q724485 thomea)

e-mmian:
erfendson®gore. ab. ca

& 1030 - 17:30 am
Mondays/ Wednesdays
*0y appaintmeant

Qo @ drop-in basis

Course Description:

® Buildhing on cancepts covered o Ba 1010, 1A
LO20 covers business and ernploviment
COMMUnCation: business Tetters and menios
resemet, Cover leters, interviews. husiness
meetings. tormal reporrs, and essemialy of
graphic design

Reguired Text:
®Boone, Louls; e al Comtemporan Business
Communicalion (Canadian Ed 3 meurboroggoh

Prentice Hall, 1499

Course Format:

®BA 1020 consists of three hours of instrueiion
and a one hour lab weekly. Although the
Thursday class 15 designated as o “lab.” in
actuality (15 used as a regular cluss. The
classwork will Include lectures. class discussions
group work, simulations, use of video and sudi
presentations, previewing mnd reviewing
assignments. and student presentations, Plan (o
partiipate wholeheariedly in the various

ACEIY (Ll

®LPRC uses the follvwing nine-point vianine Js
its grading scale: 90 - 100 is markedly superios
S - 88 15 excellent, 72 - 7915 very pond, 65
i good, 57 - 64 a5 far, 30 - 36 15 poor, 45 - 44
cquates Lo Tadlure, amnd 26 44 18 also a talure
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LoWARD MILGOWR LAUBALCE HILGOWS

Course Evafuation:

Attendance 10% i
Written assignments B% |
Emplovment interview 15%
Quirzes 20%
Formal report 15%

! Business meeting simulation 05% I

Course Obfectives:

®To understand and apply the techniques for
composing specific forms of effective business
letters and memoranda that meet the needs of both
the sender and the target audience

®To realize the importance of conducting
effective meetings and to apply the technigues that
allow meetings 10 achieve objectives.

®To understand the impertance of careful
preparalion and planning in all forms of
employment communications, and to demonstrate
the use of 2 prefessional approach in a job
competition.

®To demonstrate the use of persuasive
communication echnigques in both oral and
writlen formats.

e To effectively present an analysis of a sitvanon
using a formal report format.

®To appreciate the key components of graphic
design, and o demonstrate basic layout and visual
conventions appropriafe to a bosiness
Environment.

#To develop team-work skills through working in
groups

Course Policies:

®Understanding that writing s a process. most
writing assignments will invalve multiple drafts o
enable students to generate accurate, concise,
well-written marerial

® Al]l assignments must be word-processed or
typewritien



® Assignments are due on the dates set by the
mstructor  If wou feel you have a valid reason for
an extension, please request the extension prior o
the due date. Unauthorized late assignments will
have a 10% per day late penalty applied.

e 4]l assignments must be completed 0 receive a
grade for this course, If you fail to complete an
assipnment you will be assigned a grade of
“Incomplete.”

#In addition to the graded course assignments,
vou will be expected to complete various
assignments outside of class. Such assignments
will be graded crediv'non-credit, To receive a
grade in BA 1020, all assignments in this
category must be completed.

®Recular attendance is critical for success in BA

1020, Atendance will be taken at every class and
lab. Amendance includes arriving o ¢lass on Lime
and being prepared by having assigned homework
and readings complete,

#ln the event that you miss a class, 1t 15 your
responsibility to scquire the material missed and
to complete assigned readings, in-class work, and
assigned homework.

®5hould you not hand in an assignment in class
when due, the following procedures should be
ellowed:

a.) Advise me that your assignment has
not been completed.

b} After making vourself a copy, deliver
the assignmenr o the cashier's office
amd ask her to place it in my mailhox,
DO NOT SLIDE IT UNDER MY
DOOR.

c.} Confirm that 1 have received the work.

®[f you must miss a quiz, please advise me
before the quiz is administered. (A message on
my voice mail s fine.) You will then be given the
opportunity to write the quiz at a later fime, An
unexcused absence from a guiz will result in 4
grade of ), Please know that missing a quiz is
considered an alarming sitwation. Only the most

urgent and extreme reasons ane considered
acceptable,

®Transferability: Some universities and colleges
may aceept this course tor transfer credit. Please
check with the receiving instiution. BA 1020 is
accepled under a block transfer agreement by the
University of Lethbridge and Athabasca
University for appropriate degrees.

®Records retention: Class records and quizzes
will be maintained for one vear after the last day
of this course. These records will then be
destroyed in a secure manner. Any unclaimed
student assignments will then be destroyed within
3+ days of the last clags. Selecred student projects
may be kept and shown as examples for fumure
classes if consent is granted.



