GRANDE PRAIRIE REGIONAL COLLEGE
Industrial Training

Power Engineering Program

COURSE SYLLABUS - SEMESTER I

TECHNICAL COMMUNICATIONS: BN 1070

The course provides opportunity for the practice and the enhancement of study and career related
communication skills. The power engineer is assisted with improving skills for developing and
delivering ideas in a clear and organized manner. Standard formats and practices used in
communications are presented. The instruction in the principles and mechanics of technical
communication is reinforced through short assignments in reading, research and speaking.

Prerequisites: None
Textbooks: Techntcally - Write!, 4th Edition, Ron Blicg
Clazs Hours: aee Timetable

Course Objectives

Lmit 1: Introduction to Communications

Upon successful completion of this unit, the student will be able o

L define comummunication.
2, define element of communication
3. list barriers to effective commitiation

Unit 2: Note Taking

Upon successful completion of this unit, the student will be able to:

. constroct a systemshe method of note taking.
2 differentiate between main idea and supporting details,
X ouitling main ieas and details using headings and key phrases,
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Unit 3: Listening Skills

Upon successful completion of this unit, the student will be able to-

. list good hstening skills
2. demonstrate listening habits and effective note taking.

Unit 4: Reading

Upon successful completion of this unit, the student will be ahle to;

1. previewing a fext
= lisk steps to previewing
- define the purposes of Table of Conteats, Index, and Bibliography

P effective reading
- list purposes for reading
- develop a stratery for reading efficiently and effectively
- develop tecliniques for skimming and scanmning text
= defing siudy strategies
- identify main ideas and supporting details

i+ fechnical reading
- interpret chart and gruphs

- read manuals and catalogues
- mterpret instotions and defined processes

Unit 5: Hesearch

Upon successful completion of this unit, the student will be able 1o

I potduect & bbrary search of resource materials,
r ) define "referencing” and "plagiarism.®
i demonstrate effective use of research information.

4. demonstrate proper referencmg of information.

Unit 6: Writing Fundamen tals

Upon successful completion of this unit, the student will be able to:

1. apprarance of docwmeil
= design an appealing page layout
- employ standard formails Tor lenets and memos
- formal reports
- uge hendings and white spaces effectvely
« uge pixinl form, columns, and short paragraphs appropriately

Pawer Engineering Frogran 73

July 2000



i senfence consfruction
= use proper forms ol grammar, punctuation, and spelling
« distinguish between active and passive voices
- edit sentenices for wordiness and clarity
reviag sentencos for conpdiasis aied effeciivecss
- demonsirate standard conventions for the wse of exact and general nurmbers n
technical wnitisg
3 paragraph wiitiig
- Identify the elements of a 2ood paragraph
- distinguish topic from suppoting sentences in paragraphs
- dentify teclniques of mamtaining paragraph coherence

- Tevise paragraphs 1o improve coherence
- apply the pyramid writing technigue
- employ different patterns of paragraph development

4. WIIlLEn SUTIIMECIeS
= define summary
- identify purposes of SUITImMaries
« Write 3 fechmical summacy
Unit 7: Business Letters

Upon successful completion of this unit, the student will be able 1o

L uiompare letter formats.

2, list festures of a business better.

+ apply the pymamid technique to letter writing,

4, ilentify the reader when planning and writing a busmess letter.
3, devise a basic writing plan for the task.

& revise a business letter for effectivencss.

7. write 3 bugisess letter,

Unit 8: Memorandums
Upoen successful completion of this unit, the student will be able 1o
L. explain the parpose of memmsos,
z identify parts of & meme,
3 Grganize a memd.
4. revise & memo for effechiveness,
3 Wit 2 FEpOrT Fettic,

&. write a request mems,
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Unit 9: Technical Reports

Upon successful completion of this unit, the student will be able to:

1.

definitions
- List the use of definitions within technical reports
- list kinds of definitions commonly wsed
= liaf parts of formal definition
- revise definitions for clarty
« wiite i formal definition

technical descriptions
- list the functions of a technical description
= wrile a technical description of a mwchanism
- Hlustrate a techidcal description

process destriplions
- list tactors that determite effective instmactions
= pevize meffective instractions
- write a elear sof o instuctions

COMPArtson FEports
- state the purposes of compiarison reports
- research information for o comparison report
- reference sources of information in comparizon report
- interpret the datz m a comparison report
- organize dats ina visual for a comparison report

Unit 10: Oral Presentation

Upon successful completion of this unit, the student will be able to:

deliver effective oral instiuctions,

2. define the topic, sudience, message, and ohjective,
3. plan an oral report,
4, develop visual aids for an oral report.
& deseribe the aspects of effective oral presentation.
. preseait an ofil report.
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Unit 11: Employment Communication

Lpon successful completion of this unit, the student will be able ta:

1. siabe the purpose of a résumi and cover letter.
8 plan und wmite a résumé and covering letter.
Y idemify and demongtrate fob interview skills,
q, cimmplete an application for employment.
Evaluation
Midterm Exam...........ccovviccarereen. 2084
Final Exam PP . 3
Aszignment Completion.................. 15%
Business Letter ..o s 3%
Oral Presentalion ... 10%
Technical Reports......ooviienie, 15%
Employment Communication.......... 10%
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