California State University Fullerton

Department of Human Communication Studies
HCOM 333, Dr. Page (S'09)

                
COMMUNICATION IN BUSINESS AND THE PROFESSIONS
                                                                     SC 13017
                             


   MW  10:00 - 11:15

                Room, LH403-A
INSTRUCTOR:

Norman R. Page, Ph.D.

University of Oregon, 1974

OFFICE:

 
CP - 420-3

          

tel. 278‑3571



email npage@fullerton.edu
          
Office Hours:


Monday1
1:30pm          


Wednesday
1:30pm 

Other (by appointment) 

TEXT:     

Andrews, P.H. & Barid, J.E. Jr. (2005). Communication for the Professions (8th ed). 
Long Grove, IL: Waveland Press

Note:  The text is additional course information.  Some topics and terms will not be


covered in the text; however, you will be held responsible for the content of the assigned 


readings.

COURSE OBJECTIVES:

Upon completion of HCOM 333, the student should:

· understand the nature of organizations and their components

· be familiar with management styles and their implications for communication

· understand the nature of communication in organizations

· be able to develop and deliver a professional oral presentation

· understand and apply the principles of selection interviewing

· be able to prepare a professional resume 

· be able to prepare a professional letter of application

ASSIGNMENTS:
The following are brief descriptions of the three course assignments; detailed information will follow:

· Assignment #1, Oral Presentation:  An informative or persuasive presentation on a business related topic.  Specify a hypothetical audience. Two types of visual aids and professional attire are required.  
· Assignment #2, Selection Interview:  Each student will select a position from the employment section of a newspaper or an on-line source.  You will generate a resume and letter of application. The position should be relevant to your career direction.  You will be interviewed by another student.  Professional attire is required.
Assignment #3 - Service Learning.  Beginning the 5th week, you will become involved at a non-profit community site for an average of two hours per week (total of 20 hours).  You are required to make systematic on-line reflections to a course chat room.  Your service-learning experience will culminate in a 6-8 page written report and an oral report to the class.  
GRADING

                                   


Wt.
         Midterm Examination       
25%

         Final Examination         

20%

         Assignment #1             

15%

         Assignment #2             

15%

         Assignment #3             

15%

         Attendance/Punctuality

10%                  

COURSE POLICIES:

· Make-up work:  Any work submitted after its stated deadline will be accepted and reduced one letter grade.

· Attendance-Punctuality-Participation:  Student participation in class activities and discussion is vital to the successful conduct of HCOM 333.  Your attendance and active participation is expected.  Note:  Any student who misses over 30% of the class meetings can receive no better than grade of D in the course.  A weighted attendance score is computed into your course grade (see above).

· Writing:  Effective writing is important in professional life.  Although writing is not taught in this course, the text contains some helpful information.  A writing guide will be provided.  Students needing help with their writing should contact the University Learning Center or The Writing Center.

· Plagiarism:  It is expected that each student generate all work for which he/she claims authorship.  Use of others' written work claimed as one's own is considered plagiarism.  Cases of plagiarism will constitute dismissal from the course with a grade of F and possible dismissal from the university. [see "Academic Dishonesty" in the University catalog].


· Classroom Maintenance:  Due to severe budget reductions custodial staff has been reduced.  The President of the University has requested that we refrain from drinking and eating (except for bottled water) in the classroom.

· Attire for Graded Speaking Assignments:  Since nonverbal symbols are important in professionalism, for all graded oral assignments you must be professionally attired.
· Laptop Computers.  Laptop computers will not be allowed during class time.
· Cell Phones.  Cell phones and other messaging devices must be turn off during class time.

· Emergency Preparedness.  Student safety is of paramount importance.  Please adhere to the following guidelines:

Prior to an emergency:

1. Know the evacuation routes for your specific building and floor.

2. Know the evacuation assembly areas for your building.



Should an emergency occur:

1. Keep calm.

2. If directed to evacuate, take all of your belongings and proceed safely to the 

               nearest evacuation route leading to an assembly area.
3. Do not leave the assembly area.

4. Do not re-enter the building until informed it is safe by a building marshal or other              campus authority.

5. If directed to evacuate the campus, please follow the evacuation routes established               by either parking or police officers.

LET’S HAVE A GOOD TERM!

