MGT 354 
Management Communications

Required Textbook: Business and Administrative Communication by Locker and Kienzler 11th edition from McGraw Hill ISBN: 9780077637170
Students are required to check into this course at least three times a week on different days of the week.  (Check in to complete work three times over the days Monday – Sunday.  Do not check in three times in the same day and expect to get the work done.  This will not benefit your required responses to posted questions nor will you be able to respond adequately to your fellow classmates nor they to your responses.)
This Syllabus Is Subject to Change at the Discretion of the Instructor.

All assigned work must be turned in by the date and time specified for complete credit.  Work turned in late will be penalized.
MANDATORY ITEMS:

· Textbook – see listed above
· Use of McKendree email and Blackboard-all students must read their McKendree email daily and check Blackboard frequently and no less than three days per week.

· Use of the Holman Library website for research. Please 
· Use of Career Services website
Grading Scale:
	A
	94%

	A-
	90% 

	B+
	87%

	B
	84%

	B-
	80%

	C+
	77%

	C
	74%

	C-
	70%

	D
	60%

	F
	Below 60%

	
	


Academic Honesty and Plagiarism: All McKendree University policies will in applied. Students not complying with any of these policies will be subjected to their penalties such as rejection of an assignment, failure of the course, or referral to the administration for disciplinary action.

Course Description:  An in-depth analysis of communication systems used within the business field.  The objective is to develop written, oral, and listening skills used when dealing with subordinates, peers, internal and external customers, or upper level management.  Students will have several opportunities to learn how to prepare persuasive, positive, and negative documents used in management.  Other topics included will be resume format, cover letters, interviews, and post-interview follow-up. Prerequisite: MGT 204. 
Course Requirements:

3 Tests– all tests will include some essay questions. Answers should be in-depth and well written as prescribed by the text and our class sessions and be grammatically correct. 
    Research Paper 
    Presentation of Research Paper in PowerPoint format with presenter’s notes 
    Resume

    Discussion Board Assignments  
    Homework Assignments 
Research Paper – Topic must be approved by instructor and relevant to a field of business (operation, management, marketing, economics, future changes, etc).  Your paper will be 9-12 pages (not including title page and reference page) written in APA style.  Use APA guidelines for font and size.  Line spacing should be (2).  Students must have a minimum of 8 sources with at least 6 peer-reviewed sources.  
Research Paper PowerPoint -  you must complete a PowerPoint presentation including all of the speaker’s notes that would be used when presenting your topic.  It should be informative and convincing and include enough background information for the audience to move logically to your conclusion. Include any necessary visuals for ease of presenting information or to make your point.  

Course Schedule (subject to change)
*NOTE:  Each module will cover 2 chapters and sometimes an appendix (found in the back of your book).  Due dates for all assignments will be posted by the instructor.  In addition to completing all of the material and assignments within each module each week, students should be researching and composing a research paper once the instructor has approved your topic.  A PowerPoint presentation of your research paper will also be required. 
	Week # and Module number
	Chapter #
	

	1
	1 &2
	

	2  
	3&4
	

	3
	7 &8
	Test Chap. 1-4 &7,

	4
	5 + Appendix B + 12
	

	5
	13 &14
	

	6   
	6 &19 
	Test Chap. 5,8,12-14, Appendix B

	 7
	9 + Appendix A + 16 
	Test #3 Chap. 6,9,10,11,16,19

	 8
	11 & 10
	Research Paper due, Research PowerPoint Presentation due 


Points
Test 1 = 100pts
Test 2 = 100pts
Test #3 = 100pts

Resume = 50 points

Research Paper = 100 points

Presentation = 50 points

Assignments & Homework = 17 pts each
Discussion Questions = 5 pts each
Learning Objectives for MGT 354
1. Be able to construct effective written and oral communications using “you-attitude”, positive emphasis, and proper format when addressing any internal or external audience.  This includes sharing informative messages, positive messages, persuasive messages, or negative messages. Modules 1, 2, 5, 6, 7, & 8.

2. Be able to analyze your audience to develop persuasive and motivating messages. Modules 1, 3, 5, 6, 7, & 8.
3. Recognize the difference between trustworthy, full researched, non-biased references versus those that are not. Research paper.

4. Explore personality types and the influence these traits have on career options.    Module 1. 

5. Be able to perform research using reliable sources to prepare a paper on a business topic using APA format and citation. Research paper.

6. Be able to prepare a PowerPoint presentation that properly uses white space background, fonts, key points, and visuals to persuade/motivate any audience.   Modules 6, 7, & 8.
7. Recognize the many components that influence business communications and the new trends that have developed. Module 2.

8. Recognize the preferences of different cultures and how these preferences affect communication. Module 3.

9. Understand the importance of using teams in the workplace and the methods teams use to reach a decision that all members support. Module 3.

10. Review how to compose any written document including the mechanics of writing. Module 4.

11. Learn how to prepare a business resume in the proper format highlighting skills and experience for any job opening. Module 4.
12. Learn how to prepare a job application letter that will get you an interview. Module 5.
13. Learn how to prepare for an interview and what to expect. Module 5.

14. Be able to effectively design any business document that will attract readers and produce the desired results/actions. Module 6.

15. Be able to apply the proper format to be used in business documents such as letters, memos, and emails.  Module 7.
