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I. GENERAL OBJECTIVES: 


By the end of this course, students will be able to:

A. Prepare the most common kinds of written and oral communications used in the business and technical worlds, which effectively address particular audiences.
B. Write both individually and collaboratively under professional conditions, i.e., quickly and effectively to meet deadlines.
C. Relate to other individuals in organizations in an ethical manner.

D. Effectively surmount international and inter-cultural barriers to business communications.
E. Demonstrate managerial and leadership skills in interpersonal communications with team members.

F. Present information orally in a manner consistent with expectations in the professional workplace.

G. Research, organize, and present critical business information both orally and in writing in a manner consistent with the nature of the material and the needs of the audience.

H. Utilize computer technology to enhance their individual communication skills.

I. Be able to apply a broad, intellectual understanding of a set of central concepts of conflict and negotiation to a systematic understanding, evaluation, and effective management of an ethical conflict negotiation process.
J. As a result of experiential processes, have confidence in the negotiation process as an effective and ethical means for resolving conflict in organizations.

K. Understand typical behaviors of individuals, groups, and organizations in competitive situations and appreciate the politics of conflict negotiation.

II.
SPECIFIC OBJECTIVES AND COURSE CONTENT

A. Discuss the history of managerial communications and the effects of diversity, fast-paced markets, and ethics influence managerial communications.

B. Present the managerial communication process, including the levels of communications, a model for strategic managerial communication, and critical errors in the communication process

C. Discuss how technology affects managerial communications and the need to match technology to the message.

D. Present the writing process, with particular focus on the collaborative aspects of managerial communication 

E. Explain organization and writing techniques involved with routine messages and management reports and proposals.  

F. Apply persuasive principles regardless of format and depending on such factors as balancing the needs of the audience with the desires of the writer.
G. Present techniques for active listening, discuss barriers to effective listening, and emphasize the benefits of effective listening by the manager in the workplace.

H. Discuss the nonverbal elements of managerial interaction and the significance to the listener of nonverbal cues as compared to verbal communication.    

I. Analyze how cultural differences influence communication and the importance of the manager being a good intercultural communicator, given the global nature of business.

J. Discuss the elements of effective presentations and provide classroom opportunities for students to practice skills and make a formal presentation, using computer technology.

K. Examine basic negotiation behavior characteristics and how they affect interaction and communication.
L. Analyze goals and interests in negotiation and review psychological theories that aid in understanding the importance of perception and power in persuasion and negotiation.

M. Explore the negotiation process, with particular emphasis on preparation, through experiential activities involved specific types of negotiations.


III.
STUDENT EVALUATION



A.
The instructor will inform students of the requirements of the course and give each student guidelines on the formula that the instructor will use in determining the student's grade for the class.

The course grade will be determined from the following:



Midterm Exam 



15-20%




Team negotiations & other activities

20-25%



Assignments




15-20%



Oral Presentation



20-25%





Final Exam




20-25%


B.
Each instructor will announce the exact percentage to be used at the beginning of the course.

IV.  COURSE EVALUATION



A.
Students are encouraged to submit course and/or instructor criticisms and comments in written form to the instructor throughout the semester.  Prior to final exams all students will have an opportunity to complete a course evaluation form (anonymously) and these will be read by the instructor after course grades have been turned in.


B.
Instructors will review the withdrawals during the semester and attempt to 


determine the cause if the withdrawal rate is higher than the average of the 


division.



C.
The division chair will review the final grades given in the course to determine 


if a pattern of high or low grades exists.
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