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GRANDE PRAIRIE REGIONAL COLLEGE

BUSINESS ADMINISTRATION
COURSE QUTLINE

Bh 102 - DUSINESS COMMUNICATIONS LI 3(3-1) Winter
IMSTRUCTOR: Sandra Eatan
OFFICE: Admin. Building
HOURE: M, W, 12:00=-1:00 p.m, & F 2:00=21:04 D.0. SF
by appointment
TELEPHONE: 539 - 2959 {(Qffice)

REQUIRED TEXT:

OPTIOHAL TEXT:

PREREQUISITE!

COURSE
DESCRIFTION:

COURSE:
FOEMAT:

ASSIGHNMENTS:

B32 - 23346 (Homa)
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<nd ed., Margot Northey, Prentice-Hall, 1990
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BA 101, an approvaed English Course, or rhe
consent of tha instructor.

Building wupen BA 101, BA 102 will cover
spacific forms of written and spoken business
communication: business letters, memoranda,
resumes, job application letters, specialized
messages formal raports and buginess
mestings, as well as simulated job intarviews,

Clasges will consist of brief lectures,

cellaborative group exXercisas, class
discussion and individual writing pracrics.
u axpe ko and

There will be textoook
readings and exercises for homework Ln
addition to formal assignments,

g The final course grade will be determined
by the following assignments:

a. Employment Communlication e, -
Resume 5k
Simulated jeb interview 10% + 10%



