INSTRUCTOR:

TEXT:

SUPPLIES:

PREREQUISITE:

COURSE
DESCRIPTION:

GHRANDE PRAIRIE REGIONAL COLLEGE

OFFICE ADMINISTRATION

COURSE OUTLINE

OA HH0 B3 - BUSINESS COMMUNICATIONS Il

Cindy Gerritsen

Cffice C-213

Otfice Phone 534297

Home Phone 5349.5374

Ematl: cidyperntsena@GPRE ab. ca

CHTice Hours Monday & Wednesday, §:30-9 30
Tuesday & Thursdav 10:00-] 1 00
Friday 1 1-30-100
Or by appointment

GutTey, Mary Ellen, Kathleen Rhodes. and Parricia Rogin Busingss
SO ML ICyions: ess and Produet. Second Canadian Ediion,
Melson Canada Scarboroush. Ontaro, (Ve

sabin, Willlam A _etal The Cirggy Reference Manual 5" Canadian

Edinan, MeGraw Hill Rverson. Toronio, Chitario, 19949

Random House Websier Dictionary

Daniels, H. Frances, eral. Programmed Proofreading Third Edition.
South-Westermn Publishing, Ci Cin¢ionats, OH. 1997

Bepanment of Office Admimstration Formatting Guide

O 1030 ar permission of instrugtor,

Develops editing, proofreading. and writing skills necessany lor
effective business communications through the study of the yse of
gramamar. spelhng, punctuation, Irsteming skills, letters, memuos.
reports, and oral communication.
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COURSE
OBJIECTIVES: Lipan completion of this course, the student will be able 1o
I understand basic grammar prineiples and Apply therm o vanous
WRILIAE sHEaLons
2 develop active histeming skills
3 define the communication process
4. define the barmiers w effective communication
3 wre effective letters and memos that are correcty formaiied
accordimg to accepable word-processing practices
b prepare. orgamze, and develop a short repan
7 make effeciive oral presentantons
ATTENDANCE: Attendance is mandators, Siudents parmcipating 1 ull learsing
activities can excel in thew studies. Pour attendance, late arrivals. or
early depantures decrease the chance of success and disrupt the
tearming expenience Jor other studemts 1 vou are il or know Vo are
Eng 0 be away. vou mest sotfy your mstructor prior 10 the
bezinning ol ¢lass
GRADING: Assigaments are due on the dales set by the mstrucior. unless prios

permissien huis been given by the imstructor, Late assimments will
recen e d pulally o -5 for each dav late. Missed assignments will
Fecene i pradd o) fern

IT you ouss an exam, (here are no make-ups.  |n special cases
tinstructot notified ) the exam may be taken lae, with prior
permission from the nstructor A missed exam withou! the
instfuctor « FRIOR knowledge. will receive a prade of 2ero

Academie dishonesty - weter 10 page 27 of the college calendar

Plagansm will nat be tlerpted

=
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The student s rexponsible 1o keep their Achicvemen Record up o
dite. and 10 Wt i al the end of the semester

All assignments are w be kevboarded.

Your [nal mark will be determined as Lol oy,

Assignments 4110
Exams AL
[ L%

Final grades will be expressed on a S-pannt scale
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Commumicate verbally, using Uil Presentation € Evalumion by students andior
| languape that is appropriate o P instrclos

the imendzd sudience. M |
| Managing time effectively by Cirou i 1 Cxams

ging : ] P

setting poals. orgamzing, L 2 Assignments completed on

planning, priveilizing, and A e

scheduling activilies, routines,
| and projects.

Drefine and sulve problems, both froofreading, cormecting a O Grrade will be assivned
| independently and in 1eams, pariner's assignments prior o |

usirg B varety of Creagve handing in fur marking A

probleme-solving approaches

Achieve business standards for innials on error-lree C Recerve a Credil instead of
| efficiency and quality of work. assignments P Mo Uredlit desagnation on

A SSIENME s

Locate, sel=et, evaluate, Reponts | by rade will be assipned

orgamze, and summarize F
| mlvrmation, using appropriate Whntten Assigaments A

TesOUICes

—— = — = —— —_ —— ——— = —— = — = — -

Tl Ot 1004 Fgoiess Uomineicaisons IRConree Outline

Wiriles M




