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PHILOSOPHY/GOALS (Course Description):

This course is designed for students preparing themselves for employment in
business areas where skills of clarity, conciseness, and accuracy are
necessary in both written and oral communications. Emphasis is also placed

on developing student skills in locating, gathering and organizing
information.

CREDITS DURATION
3 _ 16 weeks
HOURS/WEEK PREREQUISITES
3 ENG 120-3 or the
equivalent

ADVANCED CREDIT:

Students who have complete a similar post=-secondary course or who have
relevant employment-related experience should consult the Co-ordinator,
Language and Communication Skills/Social Sciences, Room E462.

TEXTBOOK:

Himstreet and Baty, Business Communications, Seventh Edition, Kent, 1984.

SUPPLEMENTARY TEXTS:

William, Joseph. A Réﬁumg Guide Available FREE from Sault College
Placement Office.

Collin's, Webster's New World Dictionary.

In addition, students will be expected to obtain an overhead transparency
and a non=-permanent (water soluable) transparency marking pen.

SUMMARY OF OBJECTIVES:

[ Students, in their written assignments, will demonstrate the ability to
produce clear, accurate well-organized text.

2. Students will demonstrate comprehension of program-related material by

producing accurate summaries that also reflect the emphasis and tone of
the original document

N Students will prepare an effective job-application package comprising
the letter of application and the resume.

4. Students will demonétrate the ability to adapt the format, tone and
diction of a communication tothe needs of a specific audience in a
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given situation.

5, sStudents will develop skills in locating, gathering and applying
information during the preparation of written and oral reports.

6. Students will write a formal business report based on primary data.
T Students will give well-organized, coherent, effective oral business

presentations, using visual aids where appropriate.

INSTRUCTIONAL METHODS:

A variety of methods including classroom presentations, small group
discussions and directed readings will be used to respond to student's
needs.

Evaluation will normally be done by the instructor, but in some assignments
peer evaluation will be required.

ASSIGNMENTS AND MARKING SCHEME:

Sstudents will write five assignments requiring formats commonly used for
business correspondence. The following situations will provide a basis of
selection for assignments:

1) Situation requiring routine correspondence

2) Situation requiring a persuasive response

3) Problem requiring adjustment

4) Situation requiring action

5) Situation calling for an inguiry

6) Situations requiring the delivery of good or bad news

Percentage of grade for above assignments 35%
Job Applicaticna package 10%
Oral Presentation(s) 15%
Formal report (includes proposal and ann. outline) 30%
Classroom activities 10%
TOTAL ) 100%

N.B. In all cases, the instructor will determine the order in which
assignments are to be covered. Students will be notified if changes in the
assignment loading or marking scheme are required.

MM :mk



£ epEY P " B'3800 saiite0 sazpod .mwod .suf ~ E<E1S Duy
* ydzafisM yisnM ::odou::an:

.aoldsusls ﬂﬂvlp

patyiags bns pnlzerddsy ,paldscol nl sillide goleveb liiw ssasbuiz .2
ce3icyey Isvc Das neddizv Io noitszsgeig sdd palsuh polirmuotnl

<828l yuewluq Ao bsassd Tiogex ssenisud Ismsc? 5 ewdtsw [fliw zsnsbyrz .2
gesninid Iaz0 ev1i20el¥s  IpexedoS . bexinspie-Ilew avip I[llw ezasbuiz .°¥

-63strgoyqes sxetiv sblix laveiv pniey .eaoidsinecavig

:BOOATRE JAROITDUATENY

Guoxp Ilswz ,2polfstnemsig mooxgmsis pnibuisni sbodzem Yo yieivtav A
#'3nsbuda o3 bhnogaes o3 baew od Ifilv spnibsex bedoexib bne snclesuseld
+abasn

#riemapieps smoe al Fed ,yodopudeol sHY wd ench ed yiismyon [llw nolzsulavsd
sbeaxiupes ed lliw gotdeslsvs ¥seg

JEREEOE DWINEAN OGNS 2TEENEDIBEA

263 bssy yiaommon aismuol pnlstsyv!'n:u-nnpiaas svi} ediav [llv minsbuase
o elesd s sbiveoxq [liw sacitsvdis pnlwollol odT .eanebpogesizos sesanlaud
rp2oeMpapiens 20 aclizsslea

ecnabaogeesyoo enlipoy pniriupes soldswziz (1

sznogesy evisasusieg s paliiupesy nolisudle (S

Spemteu(bs polzivpex wsldoxe (£

noline prixivpey noldsprie kb

yYiopnl ok 0% poillsy noliyswaik (2

awan bsd 30 beoop To yisviled sdi paizilupsy Bholdss2iz (2

#zE adasmapises svods o sbawp 20 sprEsnanisd
a0r spadoey ruitesligql dot
et {giroldsznosesd x40
PCE | tagirtnu a8 bne lszogoxg esbuloal) szcge:z [smycd
#01 ' : BelFlvizos mporeasi
gpor _ JATCT

ioidw nl xebiro edsd snimyssted [liw 363vuxdenl ody ,assss Ils ot .g.%m
#n3 pr espnsids i beklldor sd 1iilw 2dasbudl .bevsvoo od 0F saxe cinesmaploei
bexlupesy axs emsrdoe paidisa 30 palbsol Fnemnplass

Am NN

C

ﬁ;}




