Grande Prairie Regional College

Business Administration
B4 1020 - Busingss Communicarions i (3-11 3 Craglits, Wimer 2007

fnstructof;
Rick Erlendson

Qffice:
C307

Tefephone:
£38-2095 [office)

857.2127 thomel

Fax:
539-2976 (office)
a57.2445 thomel

g=majgl
erlandson@gpre.ab.ca

Office hours:

&5:-30 - 10 am
Tuesdays/Thursdays
& hy appaintment
®an & grop-in basis

Course Descriptiaon.

®Building on concepts covered in BA 1010 BA
1020 covers business and empioyment
communication: bisiness lefiers and memos.
resUmes. Cover [eners. LieTvicws, husimess
meegings, tormal repores. and essemuls of
graphic design

Reguired Texi:

@ Boone. Louis, et al Confemperan Busnics
Communicarion (Cahadian Ed. 2 Searboroush
Prentice Hall, 1995,

Course Format:

e EA 1020 consises of thres hours o mstruciion
and 2 one hour Fab weckly  Adthough the
Thursday class is designated #¢ a "lab.” In
actuality 1 is used as a regulay <lass, The
classwork will inclode lectures, class discussions,
eroup work, simulations. use of video and audi
Presentalions. previewing and reviewang
4sslonments. and Sudenl presenmanons Plan 1w
particapate wholeheanedly 1n the vanous

ATV LILEY

Grading.

e GPRC uses the following ming-poinl stanine i
s wrading scale: 90« 100 = markediy superior.
St - 80 is excellens, 72 - 79 15 very poud. 65 - 71
s ot 37 - 63 s far, 30 - 3615 poor. 435 - 14
equates 1o farlure. and 20 - 45 1 also 3 tatiure




Course Objectives:

e To understand and apply the techmiques Tor
composing specific forme: of effesuve bUsIn=ss
letters and memeranda that mesd thz nesds of both
the sander and the targel audience

»To realize the imporiance of conducling
effective meelings and w appl the techmgues 1ha
allow mmectings 10 achieve oDeciives

o To understand the importance of caretul
preparation and planmng in all Torms ol
employment commumcations. and W demonsirale
tne use of a professional approach s b
competition.

o To demonstrate the usg ©f porsbasne
communication echnigques in hoth apal and
wrinen formats

—

o To effectively present an amalysis ol 4 SITUEHRAE
usiog a formal report Tormal

e To appreciate (he key componsnis of graphi

L S S gt desien, and (0 demonstrate basic Jayoul and visual

CHEARD RILEDUR LAUNALTE SILEOWN

conventions ApProprite 10 & business
ENVITOTUNENT.

Course Evaluation: #To develop ream-work shills through wuarking 1o
|==;-=—=§ = = ﬂ ':!TL"'JI:":'«
Aunendance | 10% |
|
Written assignments 15%

' Course Policies:

Job package and employment 20 | o Understandipe thas wrung 1s 3 process. most

IeTview | writing assignments will involve muluple dratts o
| enable sfudents 10 generale accurale. CONCIsC.

x1

Qizres THAT I .
{Juizze - well-writien material
Formal repon 0%
b 08 ® Al] assignments must be ward-processed or
Busmess meenng simuidtion 3 | v pewTilten
Graphic design project | 20% |




® Assignments are due on the dates set by the
inetructor. 1f you feel you have & valid reason for
an extension. please request the extension priar
the due date. Unauthorized late assignments will
have a 10% per day late penalty applied.

& Al assignments must be completed o gecsve a
prade for this course. If vou fail 10 complele an
assignment vou will be assigned a prade of
"Incomplets

o addition to the graded course assignments
vou will be expecied to Complete vari:
assionments curside of class. Such assignments
will be graded credivnon-credit. To recetve a
grade in BA 1020, all assiznment. 10 e
catezory musi e sompleied

#Repular atendance 1% critical for success 10 Ba
1010, Atcndance will be taken al evert ol AT
jab. Atendance meludes arrving to o lass ol LT
and being prepared by having assigned bensss ot

and readings compisic

o]0 the evenl thal vou miss @ class (1 b bl

responsibiliy o acquire the material MIs=gd i

w complete assigned readings, IR-STass Wl otk
assagned hemicwon

®Should vou not hand in an assignment 1n class
when due. the following procedurss should m
followed:
a1 Advisc me thal yvour gssienmem s
not been completse
bt After making yoursell & SRt el
the assignmen L the casher = ollke
and ask her b place nom . madhes
DO KOT SLIDE 1T UNDER MY
DOOR.
.y Conficm that 1 have received the warh

&1f vou must miss 2 quiz, pleise mdvase mw
hefore the quiz 15 administered. (A Messape Vi
my voice mail i Tine.r You will then be given the
OPROCTUNIEY Lo Wrne the gz & [ater 1ms AR
pnexcused absence Trom a quiz will result 1o d
grade of 0, Please know that missing J Jquiz i
considered an alarming situanon. Oniy the oS
ureent and exXlreme reasons are considered
aceeprable

o Transterabaling . Some universites and colleges
ms accept this course tor transter credic. Pleaswe
neoh with the receiving instimnen, BA 1020 1s
Jooepted under a block transfer agreement by the
1 mserars of Letbbridee and Athabasca

P oawersly tor appropriate degress

#lio . md- retention: Class records and guizzes

e matmamed for one vear afier the lust das

© e woirse, These records will then he

do-rrened 10 secure manper. Any uoclamed
udent assicnments will then be destroved within
Todan s ol the Tast class Selected student prioject:
iy P kepr and shown s cxamples fo7 tute
paeses [ consent 15 gramed,



I,-'=.=_=-=-=_=F='|

Business Conference:

The 2001 Business Conference, orgamzed I
annually by senior marketing students, is
scheduled for Wednesday, March 14,

1

Amendance at the conference In its entirery
is mandatory for all sudemts enrclled in BA
1020, and various writing assignments may 1
siem from presentations at the conference
Smdents who fail to attend the conference for
any reason will be assigned aliernate work 1
deemed equivalent to what was missed.
Please block March 14 on vour davamer, I
Arrange medical appointments any time i
2001 except this one day.

In the weeks ahead you will receive
information about the conference. mcluding a
registration package, from the stedent group

planning the event this year.

Tentative Class Schedule

Japuary/February
#Business meelngs
® Business wriling
o Graphic design

Reading Week - February 26 - March 4

#The job packape
-cover lefters
=[ESUITIES
-tnerviews

e Employment interview

Please nowe’ The job package apd 1METvIews
will be taughi by either Bill Corcoran ar
Camelia Dyonova.

April
& Formal tepotts
e Effective business COMUMUNICALIONS



