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	Contra Costa College


	Course Outline


	Department & Number
	Business Office Technology 118
	Number of Weeks
	18

	Course Title
	Basic Communication Skills for Business
	Lecture Hours
	3

	Prerequisite
	None
	Lab Hours
	

	Co-requisite
	None
	Hours By Arrangement
	

	Prerequisite or concurrently
	
	Activity Hours
	

	Challenge Policy                    
	
	Units
	3

	Advisory
	


	COURSE DESCRIPTION


	This course is designed to help students develop the skills necessary to communicate effectively in a professional business environment. The focus will be on communicating properly, clearly and concisely, both orally and in writing. Students will learn to prepare basic business documents, including letters, memos, and short reports; to use basic technology to communicate, including e-mail; and to present short oral presentations. The course will also contain an introduction to employment communication, including resumes, application letters, and interview skills.



	COURSE OBJECTIVES

	At the completion of the course the student will be able to:


	Describe the responsibilities of the originator, the transcriber, and the receiver of office communication
	

	Key assignments in the correct format
	

	Recognize and correct biased statements and tone
	

	Use reference materials and manuals
	

	Apply grammar and punctuation rules while proofreading and editing a document
	

	Apply business vocabulary
	

	Edit documents using correct proofreaders’ marks
	

	Exhibit good listening techniques
	

	Exhibit good speaking/communication skills when working one to one and in a group
	

	Identify technique of time management
	


  COURSE CONTENT: (In detail; attach additional information as needed and include percentage breakdown) 
	10
	%
	I.
Principal forms of communication in the office and responsibilities of the people 
involved


A.
Conversations/meetings


B.
Phone calls/phone messages


C.
Letters/memos/reports


D.
Telex/facsimiles/electronic mail


E.
Review of basic formatting


F.
Letters, memos, and reports



	5
	%
	II.
Review of Basic Formatting

A. Letters

B. Memos

C. Reports

	10
	%
	III.
Multicultural Communication at Work

	75
	%
	IV.
Transcription Skills

A. Grammar review

1. Reference Manual

2. Parts of speech

3. Sentence structure

4. Spelling

5. Punctuation

6. Word discrimination

7. Business/office vocabulary

8. Proofreading and proofreader’s marks

B. Improving listening skills

1. Listen for details and content

2. Listening pitfalls

3. Memory expansion

C. Improving speaking skills

1. One on one and small group

2. Phone

3. Dictating

D. Time Management

1. Organization

2. Setting priorities

3. Decision making


	METHODS OF INSTRUCTION


	Lecture

	Discussion

	Role playing

	Out-of-class assignments


	INSTRUCTIONAL MATERIALS


	Textbook Title:
	Essentials of Business Communication

	 Author:
	Mary Ellen Guffey

	        Publisher:
	South-Western

	   Edition/Date:
	7th Edition//2006


	COURSE EXPECTATIONS (Use applicable expectations)


	       Outside of Class Weekly Assignments
	Hours per week


	Weekly Reading Assignments
	1.5

	Weekly Writing Assignments
	1.5

	Weekly Math Problems
	

	Lab or Software Application Assignments
	1

	Other Performance Assignments
	2


 STUDENT EVALUATION: (Show percentage breakdown for evaluation instruments)
	5
	%
	In-class assignments

	20
	%
	Homework assignments

	25
	%
	Vocabulary/spelling tests

	25
	%
	Chapter tests

	25
	%
	Final exam


	  GRADING POLICY (Choose LG, CR/NC, or SC)


	
	Letter Grade
	
	Credit / No Credit
	X
	Student Choice

	90% - 100% = A 
	70% and above = Credit
	90% - 100% = A

	80% -   89% = B      
	Below 70% = No Credit                                   
	80% -   89% = B

	70%  -  79% = C     
	
	70%  -  79% = C

	60%  -  69% = D    
	
	60%  -  69% = D

	Below   60% = F  
	
	Below   60% = F

	or

	70% and above = Credit

	Below 70% = No Credit


	Prepared by:
	Pamela C. Rudy


	Course New/Revision Date:
	Spring 2008

	Semester/Year Effective Date: 
	Spring 2008
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