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Suggested Activity 1

What do you need to be able to provide and facilitate an exciting, challenging,

relevant, and dynamic instructional experience in business communication?

Check the resources listed in this paper.

Professional Memberships


Professional business education associations provide a wealth of information about “state-of-the-art” teaching and training techniques through journals, workshops, conferences, and networking.    Business communication educators are strongly encouraged to participate in a professional organization to keep current and active in the business education arena.   By becoming active in a professional organization, the business communication educator gains valuable contacts who will provide first-hand knowledge of teaching business communication in the classroom and online. Business educators who take the time to know the author or authors of the textbooks they use provide a broad dimension to the subject matter. This is especially important in teaching business communication.


Suggested Activity 2

Explore the benefits and opportunities of membership in a

professional business education organization.

Check the sites listed below:

National Associations:
National Business Education Association (NBEA), http://www.nbea.org/
Delta Pi Epsilon (DPE), http://www.nbea.org/
Regional Association:
Western Business and Information Technology Educators (WBITE)

http://www.wbite.org
Local Association:

California Business Education Association (CBEA),

http://www.cbeaonline.org/
International Association:

International Society for Business Education (ISBE), http://www.siec-isbe.org/
Skills, Competencies, & Standards for Business Communication

"We are living in a new economy-powered by technology, fueled by information, and driven by knowledge. The influence of technology will go beyond new equipment and faster communications, as work and skills will be redefined and reorganized."


—U.S. Department of Labor, 1999, Futurework—Trends and Challenges for Work in the 21st Century

All curriculum development efforts (whether it is a program, course, or lesson) must begin with a fundamental understanding of what students need to learn and know in order to successfully compete in this global society.  Through collaboration, research, and development many government agencies, professional organizations, businesses and industrial groups have created a plethora of reports outlining standards, competencies, and skills needed for successful employment in the 21st century. 

As technology advances, global competition increasingly has become a critical factor that all business disciplines must address in order to prepare students to succeed.   Students must be provided experiences that will increase their awareness, understanding, and appreciation of the world, its people, and the opportunities that exist through business communication.  A through focus on business, industry, and skills standards gives teachers a roadmap from which to develop relevant experiences to achieve established outcomes.


Suggested Activity 3

What standards and competencies have been established and recognized as 

essential for business employees in the global economy of the 21st century?

Check these resources:

The Goals 2000 SCANS Competencies

http://www.tier.net/schools/tcenters/scans.htm
http://www.scans.jhu.edu/NS/HTML/SkillsDet.htm
Challenge Standards:  Career Preparation – Business Education

http://www.cde.ca.gov/challenge/BusEd.pdf
http://www.ncrel.org/engauge/skills/indepth.htm
National Standards for Business Education, 2nd Edition.  NBEA, 2001

www.nbea.org
Educational Performance Accountability

In addition to established business and industry work standards, many states throughout the country have established outcome measures for students being trained and educated in vocational areas.  VTEA Core Indicators as established in the state of California measure student and program success.  Federal funding for vocational programs is determined by the degree of progress made on the core standards.   When developing instructional experiences, it is important to incorporate strategies that will enhance opportunities for student success as measure by these core indicators.


Suggested Activity 4

Define the Core Indicators as established in the State of California.

Check these resources:

Vocational and Technical Education Act (VTEA)

Core Indicator Performance

http://www.rsccd.org/research/pdf/VTEA%20Core%20Indicators%202001-02.pdf
Core Indicator Reports

http://webdata2.cccco.edu/VTEA_RPTS.htm
What could you do or provide in your classes to help students succeed?
Textbook Selection

[image: image1.wmf]Once an instructor has established what topics need to be addressed in the instructional setting, the level of knowledge, competencies, and special needs of incoming students, and the outcomes that must be met, textbook evaluation and review for selection can take place.  An adequate business communication text (as well as other business texts) can have many of the following components:

· Readability level suitable for the level of instruction,

· Current issues and cases relevant in business today,

· Activities that incorporate technology and the interdisciplinary approach,

· Content that increases business vocabulary,

· A strong emphasis on ethics and appreciation of diversity,

· A student web site that coordinates with the textbook’s chapters.

· A website for the instructor.

· Supplements could include a newsletter in print and e-mail versions, distance learning resources, PowerPoint slides, web tutor, testing materials, annotated instructor’s edition, transparencies, printed testing materials, testing software, videos, instructor’s manual, solutions, and an instructor CD-ROM.

Publishers of some popular business communication textbooks include:

Prentice Hall, www.prenhall.com
McGraw-Hill Higher Education, http://www.mhhe.com
McGraw-Hill Dushkin, http://www.dushkin.com/
Wiley Higher Education, http://jws-edcv.wiley.com/
South-Western College Publishers, Thomson Learning™ http://www.swcollege.com/front.html

Suggested Activity 5

Develop a textbook evaluation checklist of components that would be

 suitable for the course and students you teach in business communication.

Check the following sites for examples:

Textbook Evaluation

www.teflweb-j.org/garinger.html
General Textbook Readability Checklist

http://www.hope.edu/academic/education/wessman/Secondary_Block_Revised/assignments/textbookchecklist.htm
Here are good questions to ask yourself about the textbook you are reviewing:

Does the author provide an up-to-date website for the students and the instructor?

If the answer is yes, does the web site include the following information:


Site Index and Book Support



Chapter Reviews, PowerPoint Slides, and Bonus Exercises


Internet



Learning About the History and Use of the Internet


Research Tools



Search Engines, Reference Works, and Newspapers


Writing Help



Links to Writing Labs and Writing Centers


Documentation



Citation of Electronic Sources in Business Writing


Financial Aid



Links to Details About Scholarships and Grants


Job Search



Internships, Job-Search, and Resume Information


Fun Time



Links to Games, Puzzles, Comic Strips, and Oddities.

Using your established checklist, examine and evaluate two textbooks in your instructional area.  Which one would you select and why?

Developing a Course Syllabus


Designing a course for a business communication class can be quite challenging and exciting.  A course syllabus or course outline will establish student expectations, student outcomes, topics to be covered, and any policies and procedures that will affect the participation and evaluation of the student in the class.  The course syllabus is a contract between the student and the teacher.  It establishes the “ground rules” for the class outlining the expectations of the teacher and the learner and should be distributed at the beginning of the term.  The following is an example of a course syllabus for a business communication class at the lower-division, undergraduate level:

Business Communication

Fall 20XX

Instructor:

Name:

Contact Information:

Office Hours: 

E-mail:

Web Page: 

Course Description:

Objectives:

Upon successful completion of this course the student will be able to:

(List objectives shown at the beginning of each chapter in the textbook selected.)

Textbook:

Text:   XXXXX.

Website:  www.XXXXX
Notebook:

Notebook organization: Students learn the importance of organization by preparing a notebook containing their exercises, research, and writing. Each business educator provides the information he or she wants to see in a notebook.

Prerequisite/Advisory:

Advisory:  Completion of English 105 (Business English) or English 100 (College English).  

Attendance:

Each school has its own set of rules on attendance.

Plagiarism and Cheating:

Each school has its own set of rules on plagiarism and cheating.

Credit/No Credit:

This option is available.   Declaration must be signed and submitted to the Admissions Office no later than xxx.

Evaluation and Grading:

Four methods of grading are commonly used in business communication classes:

*Assigned-Weights Method

Each document is graded according to assigned weights. For example, the opening is assigned a weight of 10 points.

Category


Possible Points

Your Score

Opening, closing


10


__________

Strategy, organization

10


__________

Completeness, accuracy

10


__________

Tone, goodwill effect


10


__________

Clarity, coherence


10


__________

Overall effect, originality

20


__________

Mechanics


Spelling (-5 pts.)


Word choice (-5)


Major punctuation error (-6)


Minor punctuation error (-2)


Idiom, syntax, or other error (-2 to –12)

Total Possible Points


100


__________

*Dual-Criteria Method

Each assignment is graded on the basis of the following criteria:

Content (10 points)

Grammar/Mechanics (10 points)

Every assignment begins with 20 points. The instructor devises a method for deducting points for faults. Numbers can be converted to grades:

A = 18 to 20 points


C = 18-13 points

B = 14-17 points


D = 4-7 points

*Check-Mark Method

Students may rewrite assignments as often as required to receive a check mark, which usually equals “B” work. A student’s grade is determined by the number of check mark assignments completed during the entire course.

A = 15 check marks



C = 11-12 check marks

B = 13 to 14 check marks


D =  9-10 check marks

**Contract Method

At the beginning of a course, students sign contracts outlining the requirements that will determine their final grades. An example of such a contract follows:

Contract

During the semester I would like to work for a grade of ____. I will complete the requirements stated below for this grade. If I fail to meet the requirements, I will contract down.

Proposed by __________________________
Date ______________________

Approved by __________________________
Date ______________________

(This is a sample of a B contract)

C-level

1. I will read the assigned material.

2. I will meet the basic requirements of the course, performing at a satisfactory level and handing in written assignments when due. I will rewrite any work that my instructor deems unsatisfactory and return it within one week.

3. I will make  a positive contribution to class activities.

4. I will take a final exam, performing at a satisfactory level, if my absences are excessive.

5. I will write and hand in an end-of-term statement, placing it in a folder along with all course assignments that the instructor returned during the semester.

*Source: Mary Ellen Guffey, Essentials of Business Communication, Instructor’s Manual and Test Bank for Essentials of Business Communication, 5e, 2001.

**Source: Jean Dickey, “A Contract Plan for Teaching Business Communications,” in The Teaching of Business Communication, ed. George H. Douglas (Champaign, Illinois: The American Business Communication Association, 1978),  87.

Examinations (4 @ x points each)

Four Unit Tests will be given relating to textbook readings and material presented and practiced in class. Each Unit Test will require the student to write.

Oral Presentations (3 @ x points each)

Notebook Organization and Completeness ( x points possible)

Class Participation (x points)

This grade is based on your active participation in class which includes preparation, attendance, timeliness, and active inclusion in all class activities.  In other words, be here on time and ready to work and have fun!

Final Grade is based on the following scale of total points earned:

90%=A     80%=B   70%=C  60%=D   Below 60%=F

Curse Content: Schedule for 16-Week Course - 45 class meetings (includes grammar instruction and oral reporting; excludes long report)


Class

Topic or Activity


Meetings


1

Orientation


1

Grammar/Mechanics Diagnostic Test


3

Grammar/Mechanics Handbook instruction and exercises


1
Brief introduction of Oral Reporting; class introductions


2

Facing Today’s Communication Challenges


2

Writing for Business Audiences


2

Improving Writing Techniques


2

Revising and Proofreading Business Messages


1

UNIT TEST


3

E-Mail and Memorandums


3

Routine Letters


3

Negative Messages


3

Persuasive Messages


2

Goodwill and Special Messages


1

UNIT TEST


3

Informal Reports


1

Proposals and Formal Reports


2

Oral Presentations, Meetings, and Telephone Communication


3

Job Searching, Resumes, and Cover Letters


2

Interviewing and Follow-Up Messages


3

Oral presentations, mock employment interviewing, or guest




speaker


1

UNIT TEST


Suggested Activity 6

Develop a course syllabus for a business communication class that is 

pedagogically sound and provides students with a clear description

of the course content, expectations, and outcomes.

Explore the following sites for more information on syllabus development:

Developing a Course Syllabus

http://www.hcc.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/develsyl.htm
Teaching Tips Index

http://www.hcc.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/teachtip.htm
Developing a Pedagogically Sound Course Syllabus

http://www.hamptonu.edu/CTE/pedagogical.htm
Teaching and Learning Strategies


Make All Assignments Important.  Today’s students are working, caring for families, and going to school. They are willing to work on assignments that will help them learn to write for business. It is important for the instructor to show how each exercise or assignment is designed to help the students learn to be expert business writers and communicators.


Organization. Teach students to be organized by requiring them to tab the chapters and references in their book. Ask students to prepare a 2-inch notebook with a cover that includes a graphic, the name of the class, their name, your name, and the semester and year of the course. This notebook will include dividers for the following: 

Writing emphasis. Every class session includes writing exercises. Singular and collaborative writing experiences are necessary for the student to gain confidence in writing. Most students come to a basic business communication class without adequate writing or grammar skills. The instructor must require varied types of writing experiences to help the students prepare for writing in any business. Just think of as many ways as possible to keep your students writing, proofreading, editing, and writing some more. Emphasize writing at the computer. Show students how to use a word processor to create, edit, save, and print all types of business documents. Show them how to use Wizards and Templates to speed up the document creation process.


Revision Exercises.  Most initial writing exercises ask students to rewrite poorly written messages. The teacher will have an opportunity to discuss common writing errors. Students revise portions of poorly written documents so they can concentrate on appropriate strategies and composition skills.


Writing Plans and Model Documents.  Hands-on writing experiences give students opportunities to put learned theories and practices into action.  Many students come to a business communication class with little or no business experience. Model documents and writing plans help simulate the office environment. Writing plans help students know how to organize and formulate their messages. 

Grammar and Mechanics Exercises, Handbook, and Quizzes.  Business documents must be grammatically correct. It is imperative that students know their grammar strengths and weaknesses before they start to write business documents. Students should also have the opportunity to learn how to use Spell Checkers, Grammar Checkers, and Thesauruses available in software packages.

Weekly Plan.  Let your students know exactly what your class plan is each week. ALWAYS start the class on time and with a short grammar quiz that covers the grammar exercises that students studied the week before. This gets students to class on time. Do not let students take the test late. Students yearn for an instructor who is organized, fair, and a little bit humorous. Here is a sample plan: present chapter highlights during the lecture. Let PowerPoint or the transparencies help you review the writing plan for a particular message. Discuss one of the writing improvement cases as an example of a message written poorly. Ask students to point out weaknesses and recommend changes. Show the transparency solution and ask students if they could improve the solution. Often they do a better job than is shown on the transparency. Assign a similar case problem for homework.

Oral Reporting.  This course emphasizes at least three speaking opportunities. The first could be an ungraded two-minute self-introduction or the interviewing and introduction of a neighboring student. The second presentation is a graded 5-10 minute presentation on one of the end-of-the chapter communication workshops which focus on technology, career skills, ethics, teamwork, and multicultural skills. This presentation could be done by an individual student or a team of students. The third presentation, delivered at the end of the course, is a graded 5-minute presentation on the topic of the student’s long written report. This report should be given as a PowerPoint presentation.


Internet Searching and Researching.  Students must quickly learn to use the Internet as a search and research tool. If possible instructors should include the Internet as part of each lecture. 


Suggested Activity 7

For more information on teaching and learning strategies access:

NBEA 2002 Yearbook

Technology, Methodology, and Business Education

www.nbea.org
