KHAZAR UNIVERSITY

School of Economics and Management

Strategic Business Communications (MGT 810)
Instructor:

Raziya Isayeva 

Office: 

#214
Phone:




E-mail:


risayeva@khazar.org

Term:


Fall, 2019
Classroom hours:
Monday 18:30-21:00
Prerequisites  

There are no firm prerequisites for attending this course except strong English background.  In addition, basic computer skills (MS Word 97) will maximize the student's course understanding and performance.

Textbooks and Materials:

Core Textbook:

Business Communication (13th ed—the anniversary edition) by Carol Lehman and Debbie DuFrene.

Supplementary: 

Mary Ellen Guffey “Business Communication” (available at the Career Centre), 2000 South-Western College Publishing  

Deborah C. Andrews, William D. Andrews "Business Communication" (available in the library), 1998 Macmillan Publishing Company

The course does not limit the use of textbooks mentioned above and learning materials available at Khazar University library.  

OBJECTIVES

The objective of “Business and Professional Communication” course is to build on general communication studies in conjunction with the business foundation courses within a communication framework and a business context enabling students to develop effective basic business communication skills. 

Generic Objective of the Course:

· The primary focus of this course is to teach students basic business communication techniques and their practical application 

Specific Objectives of the Course:

· To develop a sound foundation for successful communication

· To introduce to the common principles of business communication

· To develop interpersonal skills such as teamwork, group dynamics and leadership 

· To encourage student’s participation and interaction within the atmosphere of tolerance and respect

· To build background for the students' further development and smooth their transition into competitive business environment 

OUTLINE

Communication today is the most effective management tool in business and ability to communicate effectively is an invaluable personal skill. Within an expanding business environment constantly affected by technological, international, ethical, and diversity needs it is vital to be aware of functional communication skills to achieve professional success.

Business communication has two goals. First, it must clearly and concisely convey information using a style that your reader understands. Second, when appropriate, it must convince someone to do something such as carrying out a set of tasks correctly or agreeing to give you an interview. This course is intended to assist you to achieve these goals by teaching you how to design verbal and non-verbal message your target audience can easily understand and act upon.

Employers state that excellent communication skills, critical thinking, and problem-solving skills are the most essential attributes for a workforce to survive in a highly competitive environment. During this course you are supposed to build these skills vital for achieving career success.

OUTCOMES

By the end of the course the students should be able:

Generic Outcomes:

· To understand the nature and standards of effective business communications

· To develop problem-solving and critical-thinking skills by analyzing business problems, the resolution of which results in functional business documents 

Specific Outcomes:

· To produce business correspondence according to accepted standards

· To analyze and utilize personal skills while listening to and presenting a message both verbally and in writing

· To deliver convincing presentations

· To understand international and cross-cultural issues which may impact communication
· To be prepared to embark on a job search
Developed Skills

Throughout the course the students should develop and maintain the following skills:

· Communication

· Analytical thinking

· Listening

· Team working

· Presentation

· Other…

Evaluation

There will be two exams and quizzes during the semester.  Exam time and location will be announced later in class.

Your grade in the course will be determined based on the following scale:

Quizzes






10%

Individual Assignments




10 %


Personal Collage 

5



Articles


5

Group Assignments 





10% 




Cultural Diversity Project 
10 





Attendance






5%


Mid-term Examination: 




30%

Final Examination:





35%

Total







100%

ASSIGNMENTS

For the best performance you will be assigned several written assignments (e.g. memo, business letter, resume, cover letter, articles) and presentation to reflect your understanding of the course and the skills acquired.  Those students who desire to accomplish assignments are required to turn them in on their due dates.  All out-of-class assignments must be typed.  No hand written submissions will be accepted.

1) Quizzes 

Every two weeks class will begin with a quiz on the material covered last week.  The quizzes are a substantial part of your semester grade.  There are no make-up or late quizzes.

2) Individual Assignments 

A) Personal Collage: Use poster board and create a personal collage of your life using photographs. You may decorate with ribbon, sparkle, color, etc. in whatever creative way helps you tell the class who you are. Each person will have no more than six minutes to share their collage.  Beginning from week III.  5 Points.
B) Articles: All students have to submit 5 analyses of articles taken from Baku Sun, daily newspaper in English.  You analyses should be based on why you found the article interesting, your reaction  and opinion about the article. 5 Points.
C) Interviews: After finishing Interviewing chapter (week IV) you will be interviewed and graded by professionals. 5 Points. 
3) Group Assignments 

A) Presentations: Cultural Diversity Report 

There are four aspects to this project: 

1. The Research: You will be assigned a country (for example, Japan) and will need to  research the background about this country: size, type of government, industry, education, average income, diversity, etc. 

2. The Interview: You will Interview five people (for example, Japanese) about their experiences: 

i. Name and country. 

ii. Description of schooling in their community. 

iii. Find out what their classes were alike.

iv. Description of life style at home.

v. Description of village/city community interactions.

vi. How is Azerbaijan perceived by their culture?

vii. Language difficulties they had when the came to Azerbaijan.

viii. How did they adjust to school? 

ix. How can managers be trained to learn about their culture. 

3. The Dining Experience: Your group can choose to select either go out to a (for example, Japanese) restaurant or cook their ethnic dishes. 

i. Describe the foods. 

ii. How is the food served? 

iii. How does the food reflect the culture? 

4. The Arts: Select a foreign film (for example, Japanese film) to watch as a group. 

i. How is the culture reflected in the film? 

ii. Are these specific gender roles? 

iii. How is personal and impersonal space used? 

iv. Can you determine the values of the culture? 

Cultural Diversity Report is due to week IX. Please, prepare the presentation using PowerPoint. You need to prepare paper on the same topic for the same week.  10 Points.
Note: All papers are typed double-spaced, 12-point font, Times New Roman with a cover page. NO late work will be accepted. If you are unable to come to class, the assignment may be e-mailed to me. All presentations will evaluated by external people. 

POLICY

Attendance:

As this course focuses on communication, its success rests mainly in student participation and discussion.  Therefore, attendance is critical. Excessive unexcused absences (more than four) will result in student’s withdrawal from the class. To this end, regular attendance records will be kept.  Those having legitimate reasons for absence (illness, family bereavement etc) are required to inform the instructor.

Tardiness/other disruptions

As punctuality is critical in a professional environment, the students are expected to be in time for classes.  Tardiness is disruptive to the class and sends a message of lack of concern for the other’s time.  If a student is late to the class for more than ten (10) minutes, s/he is NOT allowed to enter and disturb the class. 

Preparation for class
The structure of this course makes your individual study and preparation outside the class extremely important.  The lecture material will focus on the major points, so the students are encouraged to make notes during the lectures, which will guide them while preparing for the classes.  As the lectures will be an amalgam of the best from various textbooks, journal and newspaper articles, Internet materials, and own experience, the students will be provided with handouts.  After the lecture, you should study your notes and handouts to be prepared for class discussions, case studies, and simulations. 

Make-up Exams

As the Quiz measures the students' current preparation for the class, Make-Ups are not permitted. 

If you miss the final with a valid excuse, you must make it up at a later date arranged and agreed with the dean.  If you do not have a valid excuse for missing an exam, it will count as a zero.

In order to be excused from the exam, the student must contact the instructor and the dean well before the exam. Excuses will not be granted for social activities.

The exams will all be cumulative.  You will have open-ended questions, multiple choice questions, essay questions.  Most of the questions on each exam will be taken from the material covered since the last exam, but some will come from the earlier material.  In general, the coverage will reflect the amount of time spent in class on the different topics.

You are not allowed to use textbooks, handouts and any other material during the exams.  For the exams you will be allowed to bring an A4 sheet of paper which you can use for your notes. 

Withdrawal (pass/fail)
This course strictly follows grading policy of the School of Economics and Management.  Thus, a student is normally expected to achieve a mark of at least 60% to pass.  In case of failure, he/she will be referred or required to repeat the course the following term or year.   For referral, the student will be required to take examination scheduled by instructor.

Cheating/plagiarism
Cheating or other plagiarism during the Quizzes, Mid-term, Final Examinations and assignments will lead to paper cancellation.  In this case, the student will automatically get zero (0), without any considerations.

Professional behavior guidelines
The students shall behave in the way to create favorable academic and professional environment during the class hours.  Unauthorized discussions and unethical behavior are strictly prohibited.

What instructor considers important for successful completion of the course
For successful completion of the course, the students shall take an active part during the class time, analyzing case studies and participating in further discussions, prepare assignments and presentations. 

In my perspective this course will help you to acquire and enhance appropriate skills for effective personal and professional interactions through developing clear, purposeful messages.  I hope that you will get a foundation for further development as perceptive and skillful communicators.

Learning and Teaching Methods

This course considers active learning process rather than passive one. Lectures, discussions, simulating, case analysis.

COURSE  SCHEDULE

16.09.19
Syllabus - Focus of class, objectives, grading policies etc. 


Ch. 1 - Establishing A Framework for Business Communication

23.09.19
Ch. 2 - Exploring Business Communication Concepts 



 1st half of Ch. 3--Organizing and Composing Messages 

30.09.19
Ch. 13--Preparing Resumes and Application Letters 

07.10.19
Ch. 14--Interviewing for a Job and Preparing Employment Messages 

14.10.19
Ch. 3 - Organizing and Composing Messages

21.10.19
Interviews

28.10.19
Ch. 4 - Revising and Proofreading Messages 

04.11.19
 Mid-term exam

11.11.19
Networking Assignment is due.

18.11.19
Ch. 5 - Writing Good News, Routine, and Good Will Messages



 Ch. 6 - Writing Memos and Electronic Communication 

25.11.19
Ch. 7 - Writing Bad News Messages



Ch. 8 – 

02.12.19
Presentations are due. 

09.12.19
Ch. 9 - Understanding the Report Process and Research 

16.12.19
Ch. 11 --Organizing and Prep. Rpts. and Props

23.12.19
Ch. 12- Designing and Delivering Business Presentations 


Final exam 

