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 MKT309-04/06 - Business Communication  
Foddrell, Fall 2013 

This syllabus & course schedule is subject to change. 

 

Business and professional communication:  job search skills; collaboration; communication technology; verbal and 
non-verbal strategies.  Emphasis on effective persuasion, interpersonal, intercultural, and organizational strategies 
through business styles, formats and presentations. 
 
Course Instructor:  
Ms. Karae Foddrell 
klfoddre@uncg,edu  (best way to contact me) 
No Scheduled Office Hours/Make an Appointment 
 

 
Additional Support:  The UNCG Writing Center, The UNCG Speaking Center, BizComm Coaches 
Credits: 3 hours 
Prerequisites:   Junior standing and admission to approved program.   

 

 
Course Overview & Philosophy:  
In this class, we’ll practice our writing, speaking and relating skills.  This Writing Intensive & Speaking Intensive 
course is performance-based. Since knowledge and skills improve through practice, you are graded on your 
performance activities, not on effort.  Said another way, you are measured on your resulting production. You are 
graded on WHAT you say (content) and HOW you say it (delivery).  
 
The course is based on the understanding that communication is both an art and a science.  It’s an art for its 
creativity and a science for its base in human relationships. 
 
Our Bryan School mission is to develop students who stand out in the business world in two aspects:  principled 

leadership and exceptional problem-solving.  This course will help you in both goals.   In this course, we will 
examine our thinking in how we make decisions and deliver messages. 
 
The Bryan School of Business and Economic Student Learning Goals:  Common to all business students. 

1. Students will be skilled in critical thinking and decision-making, as supported by the appropriate use of 
analytical and quantitative techniques. 

2. Students can recognize and assess the ethical and social dimensions of management activities and evaluate 
their impact on management decisions. 

3. Students can communicate clearly and correctly, and can demonstrate collaborative and leadership skills. 

4. Students understand the core organizational functions and activities and how they interrelate to accomplish 
an organization’s major goals through effective processes. 

5. Students can evaluate the role global markets have on management decisions and formulate appropriate 
strategies to improve performance in the world economy. 

 
MGT309 Student Outcomes:   After successful completion of this course, you should: 

1. Understand the importance of effective communication in the workplace. 
2. Identify communication strategies to business situations. 
3. Create responses to communication needs. 
4. Conduct business research for evidence-based writings & presentations. 
5. Use accurate documentation of sources. 
6. Write concise and organized documents using the appropriate format. 
7. Use the three step writing process. 
8. Write reports based on the evaluation of data. 
9. Develop and demonstrate effective oral presentations with verbal and nonverbal proficiencies. 

Course Requirements: 
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1. Course text:  Writing That Works by Oliu, Brusaw, and Alred, 11th edition                     

                        ISBN-10: 1-4576-1113-9 / ISBN-13: 978-1-4576-1113-1 

2. My recommendation is to print the FREE textbook that is posted in Blackboard.  
(There are grammar errors in the text.)  This text is full of great content that I will be referencing. 

3. An excellent reference is the Stunk & White’s Elements of Style.  Find it for FREE in our UNCG 
library database at http://www.bartleby.com/141/. 

4. Print the Toolkit documents for easy reference (recommendation). 
5. Mobius SLIP, Social Learning Information Platform, http://www.ctasit.com/Students.  You will be emailed a 

self-enrollment code for enrollment and then prompted to pay $21.35 at the time your post SLIP1.  
6. Use your UNCG email account. 
7. Check Blackboard for any adverse weather conditions as they occur. 
8. You are expected to adhere to the UNCG Honor Code which can be found online at 

http://academicintegrity.uncg.edu/. As your professor, I will hold you to your integrity.   
9. Please review the faculty/student guidelines at http://www.uncg.edu/bae/faculty_student_guidelines.pdf. 

 
Course Policies & Procedures: 

1. I do  take attendance.  In business, if you don’t show up on the job, you will often get fired.  In 309, if you 
don’t show up, YOU lower your grade.  You have four class cuts without grade penalty, if you miss more 
than three classes, your final grade will be lowered by two points 

2. Assignments open and close on a schedule.  You are expected to adhere to the schedule.   
3. Accommodations for Students with Disabilities:  To establish reasonable accommodations, students with 

disabilities are to contact the Office of Disability Services (334-5440) in the first week of school. 
4. Religious Observances:  See your instructor if any class assignments conflict with your religious practices. 
5. Be prepared to bring your tablets or laptops to class for classwork for note-taking and class assignments. I 

hold you to your integrity to use them for classwork while in class.   
6. Food Policy:  No eating in class.  Drinking water in specific Bryan classrooms is permitted. 
7. Do not email any assignments to me; unless, you ask special permission and I agree to that delivery. 

Submit all assignments as instructed – Mobius SLIP and/or hard copy. 
8. By enrolling in this course, you are agreeing to this timeline and responsibilities.  You are to manage your 

time to fit – everyone has personal and professional tasks to balance. 
9. You need to do the Preparation & Participation work on time in order to do you Mobius work on-time.  The 

Mobius deliverables have a strict deadline schedule and late work is not accepted. 
10. Email me with professionalism.  You are to paragraph, capitalize, etc.  If you don’t, I may ask you to re-do 

your email before I answer your question. 
11. Final grades are rounded up to the next point at ‘.5’ and more only.  For example, a 74.5 is rounded to a 75. 
12. Do NOT ask for grade reconsideration at the end of course.  No begs.  
13. Extra credit is offered sparingly. Any extra credit assignments are worth no more than a Reflection paper 

grade. If the extra credit assignment is not completed as the instructor has directed, no extra credit points 
are to be allotted.  

14. No make-up work is offered. 
_____________________________________________________________________ 
 
Teaching Methods and Assignments: 
Most content is delivered via the course website.  Most administrative information will be delivered via Blackboard.   
Use the text and reading assignments for supportive reading and reference.  Direct communication with me is via 

email, phone, or in my office.  Our class time will be interactive. 
 

Deliverables Percentage of Final Grade 

  Preparation and Participation Activities 10% 

  Mobius Assignments  50% 

  Speeches                  15% 

  Summative Compilation with Course Reflection                  15%                  

  Reflections                  10% 

                           Total                 100% 

 

http://www.ctasit.com/Students
http://www.uncg.edu/bae/faculty_student_guidelines.pdf
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Preparation and Participation Activities:  Submit in class unless stated by instructor.  All items 
submitted on time and with excellence in class engagement is ‘A’ work. Most importantly, the instructor 
determines an ‘A’ paper. 
 
Mobius Social Learning Information Platform: (www.ctasit.com) 
Mobius SLIP is a learning management technology that builds your critical thinking, creativity and 
communication skills.  By using this new technology, you are expected to advance your skills and therefore 
result in advanced marketplace competiveness.  UNCG business school is committed to graduating students 
who are exceptional problem-solvers.  Mobius is one of the tools to practice this skill. 
 
Your responsibility to each other is to offer your best information (critique) to help a colleague succeed.  
While you have individual contribution, your contribution to others is significant.  When you are part of a 
team in business, you must learn how to offer your expertise and advance others at the same time.  Mobius 
provides you this environment for practice.  Our intention is bettered community performance.  You will see 
many right ways and wrong ways of performance.   
 
Mobius is our assignment management system and peer engagement technology.  You will (1) post your 
deliverable (work document, video, etc.) as instructed, (2) give feedback to your group peers with a 
ranking, and (3) you rank the usefulness of the feedback your received.  Analytics are computed from the 
scoring and are a base to your grade.  After reviewing the Artifact, Benchmarks/Critiques, I post your grade 
to Blackboard. 
 
Each assignment has three responsibilities which have strict non-negotiable deadlines.  The 
Benchmark/Critique stage is equally important to the Artifact.  Do NOT underestimate the value of the 
feedback section to each other and to your achievement.  Generally, it takes about the same amount of 
time to do A and B.  Component three generally takes about 15 minutes only.  You can think of the Artifact 
as the CREATION phase, and the Benchmarking/Critiques and Concordance as the EVALUATION phase. 
 

 Deliverable A -  Artifact  (due on Monday 11:55pm) 
 Deliverable B -  Benchmarking/ Critiques  (which includes a self-critique) (due Wednesday 

11:55pm) 
 Deliverable C-  Concordance (due on Friday 11:55pm) 

 
1. Do NOT show your name in your artifact or in your filename.  The groups are purposely blind in 

engagement. 
2. The quality of your feedback is a significant part of your Mobius grade.  Give excellent feedback which 

means give helpful truthful information.  It’s a good venue for practicing delivering negative information 
which is very important in business.  I often say those that are successful in business are people who 
have learned to deliver bad news that does not destroy relationships. 

3. If you miss posting your Artifact, you can still participate in the Benchmark/Critique stage only and 
therefore receive partial credit. 

4. You will have a significant penalty for missing posting the Concordance – a grade lower than a ‘C-.’ 
5. If you receive feedback simply ‘good job,’ you are to rate that feedback not helpful.  Empty flattery is 

not helpful.  Just offering flattery most likely will lower your performance grade.   
6. You will be asked to pay the license user fee when you post your first assignment. 

7. Live integrity!  Do not tell someone they did well and then rank them low on the Slider.  It’s an integrity 
error.  Said again differently, be sure that your words and your rankings are congruent. 

8. Mobius has a plagiarism reporting feature.  I urge you to triple check your citing work as you have 
multiple reviewers checking your performance.  It is your responsibility to report integrity breaches. 

 
Research Report & Information Literacy: You will have a class in the library with our business librarian, Mr. 
Steve Cramer.  This is a course requirement.  You are to research a country’s (not the USA) cultural 
communication and complete assignments as instructed. Your country of choice is to start with the same 
letter as the first letter of your first name. You cannot choose a country where you have lived or visited.  If 
possible, interview a person who has lived in that country.   Be prepared to submit your report through Safe 
Assign (a Blackboard plagiarism check.) 
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Reflective Assignments:  You are to write memos to me detailing your personal learning journey.  This is 
not a regurgitation exercise; instead, it’s a look back and a look forward to how you will apply the 
information. In the last reflection, you are to hold yourself accountable to the goals you set at the beginning 
of the course. Post the file(s) to your Student/Instructor Box.  Hand in hard copy to me on the due date. 
 
Summative Portfolio:  Post file to your Student/Instructor Box.  Hand in hard copy to me on the due 
date.  You are to re-do your writing assignments and turn them in a professional polished format.  The work 
is to have a cover document of a course reflection written to me in memo format.  The Portfolio is to be 
spiral bound with a clear front and a black back.  No other presentation format will be accepted.  No late 
submissions will be accepted.  
 
Speeches:  Effective oral communication is essential to business success – both in person. In this course 
you will experience extemporaneous and impromptu speaking assignments. Part of your grade is completing 
and submitting the preparation documents.   You will be assigned to offer helpful feedforward information 
to speakers and may be asked to be a timekeeper. 
 
For your extemporaneous speeches, choose two of the following:  
 Advertisement Analysis – as I demonstrate in class, i.e. Starbucks 
 Food Network Star TV Show Clip 
 Shark Tank TV Show Clip 
 Lie to Me Show Clip  
 A Business Communication current event  
 How to – teach us how to do something 
 Cultural experience – international experience, including birth country, study abroad, extended travel  
 Analyze a written speech as to our course concepts 
 Analyze an Infomercial – pick out the course concepts, such as persuasion. 
 HBR article or blog post or WSJ article 
 A ‘real’ business email demonstrating good/not-so-good writing (anonymous or with written permission) 
 Show & Tell:  a ‘real’ business proposal, business plan, sales report, annual report, RFP, etc. 

______________________________________ 
 
To be Successful: 
 
1. Follow directions and add your creativity. 
2. Come to class prepared! 
3. Check Blackboard and the class website daily.  Do the assignments, graded and participation too. 
4. Meet any and all team and Mobius responsibilities and deadlines.   
5. Value integrity. Value honesty. 
6. Don’t say something electronically that you would not say in person.  Be kind.   
7. Don’t misconstrue my comfort in the classroom as a relaxed standard. 
8. Use your resources.  
9. Seek help when you need it. 
10. Your peers and I give feedback to help you improve your writing and speaking; learn to welcome the 

information.  Take the feedback as a gift instead of sitting in any negative feelings that may result in you 
underperforming (a lower grade).  If you don’t understand your feedback, contact me instead of sitting in 

frustration as the emotion of frustration may impede your thinking and therefore your learning.   
11.  I encourage to you visit the Writing and Speaking Center for assistance if English is your second language. 

Writing Tips 
 Remember too, it is your decision what information you apply and what information you don’t apply; however, 

one hint to help decide which information to apply is to look for what is said to you in multiple ways.   
 

 All writing assignments are to be in at least three paragraphs:  an introduction, a body (can be more than one), 
and a conclusion.  The same applies in emails to me.   

 
 Draft (or formative) assignments are not optional.   
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 Don’t ask for re-do work as the course already has formative and summative rounds. 
 
Speaking Tips 
 If you are feeling intensive anxiety, I invite you to talk with me. 

 
 Get to know everyone’s name in class.  You will be quizzed on it.  Building the relationships helps most everyone 

feel more comfortable presenting. 
 

 From CST105, you should know aspects of your delivery that need performance improvement.  It is better to 
work on one behavior at a time. 
 

 When offering presentation feedback to others, be kind. 
 

 If you speak with an accent, consider speaking a little slower so the audience can understand you pronunciation. 

 

 
 

 
Grading Matrix 
Your grades are held in the Blackboard Gradebook. 
 

 A – Exceeds 
Expectations 

B – Achieves 
Expectations 

C – Working 
Toward 

Expectations 

D - Below F – 
Below 

+ 100 - 97 89 - 87 79 - 77 69 - 67 59> 

 96 - 94 86 - 84 76 - 74 66 - 64  

- 93 - 90 83 - 80 73 - 70 63 - 60  

 
Overview Grading Rubric 
Specific assignment rubrics are posted in Blackboard. 
 

A B C D/F 

Exceeds 
Expectations 

Meets Expectations Working Toward 
Expectations 

Below Expectations 

Expands assignment 
into excellence, adds 
creativity. 

Complete all that is 
required with high quality 

Complete the work with a 
few areas for improvement 

Did not meet the assignment 
requirements 

 

+ (plus) Null 1. (minus) 

Exceeds Expectations Meets Expectations 
(a few un-impactful errors) 

 Working Toward Expectations 
A few impactful errors 
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Course Schedule 
Stay alert and as changes will be made. 
 
The Preparation/Participation/Quiz assignments will be communicated in Blackboard. Mobius assignment information 
is located in the Mobius Software. 
 
 

Date In Class 
Show up. 

Mobius & Reflective Assignments Due Dates 
Turn in to (1)  hard copy or (2) post to Mobius. 
 

1.1 
Welcom
e 
Aug 19 

Review Course, Course responsibilities,  
Make a list of the Business Comm that is in your world in a day 
What job are you preparing for? What are the top 2 skills of that 
job?  
 

 

1.2 
Aug 21 
 

Speeches 
 
Course Goals 
Names 
Business Speaking 
 

 
 

2.1 
Aug 26 
 

Review Mobius 
Names 
Speech Demo 
Business Speaking 
 

 

2.2 
Aug 28 
 

Names 
3 -  Speech 1 
Audience-centeredness 
 
 
 

 
 

3.1 
Sept 2 
 

3 - Speech 1 
Academic Writing to Business Writing/No Class 

 Mobius A1:   Audience-centeredness 

3.2 
Sept 4 
 

3 - Speech 1 
Business Writing Fundamentals 
Rewrite a student email to a professor 
 

 
 

4.1 
Sept 10 
 

3 - Speech 1 
Mobius & Giving Feedback, Bias 

 Reflection 1 – What I have learned about my 
Speaking – hard copy 

4.2 
Sept 12 
 

3 - Speech 1 
Grading Demonstration 

 

5.1 
Sept 17 
 

3 - Speech 1 
Organization – CSW worksheet 
 

 
 Mobius A2:  Goodwill: - CSW Worksheet 

5.2 
Sept 19 
 

3 - Speech 1 
Organization Workshop (How to) 
Break apart a writing organization 
 

 

6.1 
Sept 24 
 

3 - Speech 1 
Tone 
Write a paragraph 4 ways:  formal, informal, casual, and 
colloquial 
 

 Mobius A3:  Write A2 

6.2 
Sept 26 
 

3 - Speech 1 
Negative 

 

7.1 3 - Speech 1  Mobius A4:  Negative Case 
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Oct 1 
 

Negative Workshop 
Intro to Research Report 
 

7.2 
Oct 3 
 

3 - Speech 1 
Library 

 

8.1 
Oct 8 
 

3 - Speech 2 
Workplan 

 Mobius A5:  Research Business Paper Work Plan 

8.2 
Oct 10 
 

3 - Speech 2 
Cultural Communication & Nonverbal 

 Reflection 2 – What have I learned about my writing? 
- hard copy  

9.1 
Oct 15 
 

Happy Fall Break 
 

 

9.2 
Oct 17 
 

3 - Speech 2 
Persuasion - Shelia 

 

10.1 
Oct 22 
 

3 - Speech 2 
Social Media Presentation 
Application Letter  
 

 Mobius A6:  Research Business Paper Formative 
Frame 

10.2 
Oct 24 
 

3 - Speech 2 
Meet with your writing partner – What have you learned? 
 
 

 

11.1 
Oct 29 
 

3 - Speech 2 
Resume 

 Group Reflection 3 – hard copy 

11.2 
Oct 31 
 

3 - Speech 2 
Resume 

 

12.1 
Nov 5 
 

3-  Speech 2 
Editing Workshop 

 
 Mobius A7:  Resume & Application Letter 

12.2 
Nov 7 
 

3 - Speech 2 
Report Writing – Report Organization/Framing it in. 
 

 
 

13.1 
Nov 12 
 

3 - Speech 2 
Report Writing 

 

13.2 
Nov 14 
 

TBD  Mobius A8:  Research Business Formative Report 

14.1 
Nov 19 
 

Report Writing – Executive Summary  

14.2 
Nov 21 
 

Impromptu Presenting  

15.1 
Nov 26 
 

Wrap Up –  
 

 Summative Portfolio Compilation 
 

15.2 
Nov 28 
 

Happy Thanksgiving   

   

 
 
 


