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I.  OC MISSION STATEMENT  
 

Oklahoma Christian University is a higher learning community that transforms lives for 
Christian faith, scholarship, and service. 

 
II.  DEPARTMENTAL MISSION STATEMENT  
The Oklahoma Christian Department of Communication trains all university students for 
fuller lives of civic and Christian service through acquiring stronger communication skills. 

 
III.  CHRISTIAN WORLDVIEW AND TEACHING PHILOSOPHY 
We are at a Christian university, but my classes are not Bible classes. I will make links 
between what we study and the Christian faith. Those of other faiths are very much 
welcome, as are those of the Christian faith who are not from the churches of Christ. I just 
want to be clear about my own personal lens through which I view the subject area I teach.  
 
Similar to Christianity, the study and practice of mass communication demands the pursuit 
of excellence. Accuracy and correctness must be emphasized. In addition, now, more than 
ever, a person's ability to communicate effectively often determines his or her success in 
both interpersonal relationships and careers.  
 
Drawing from the writings of one of the founding fathers of the Restoration movement, 
contextualized by the American Enlightenment, I believe higher education should prepare 
students to become responsible members of society by freeing them from superstition, 
ignorance, prejudice and oppression by those in power. With that understanding of the role 
of education, and the lessons contained in this class, I believe firmly that each of you can 
change the world. It is my goal to help you do just that. I came to this university to help 
students, colleagues and myself attain lofty goals. You, as my student, should be about the 
business of realizing ambitious dreams. So, let’s make that happen! 
 
IV.  COURSE DESCRIPTION 
Business and Professional Communication is a skills-based course for professional and 
work-related communication.  During the course you will strengthen your written and oral 
communication skills as you complete presentations, explore corporate cultures and 
participate in teams. 
 



This course fulfills specific requirements in several majors within the School of Business 
and the Department of Communication. Please see your degree audit for application to your 
major. 
 
Pre-requisites 
Composition I & II, Oral Communication and Junior Standing. 
 
V.  COURSE OBJECTIVES 
 A. Course objectives for Business & Professional Communication 

 1. Understand the critical components of effective professional writing. 
a. Preparation: Class readings, lectures, class discussions, in-class 
exercises, guest professionals. 
b. Evaluation (demonstration): Pass exams, successfully create 
flawless job application documents, interview preparation documents, 
written reports, emails, and oral presentations. 

2. To develop team skills including both formal and informal team leadership,  
team decision-making, and research skills. 

a. Preparation: Read, analyze, and discuss group, organization, and 
leadership communication theories and concepts. 

b. Evaluation (demonstration): Successfully create a group report and 
presentation that contrasts positive and negative examples of 
leadership and group communication in the same industry.  

B. This course also satisfies the following program, department and university 
objectives.  

1. Program Objective: Understanding ethics of communication 
a. Preparation: Read, analyze and discuss theories and practices of 

business communication. 
b. Evaluation (demonstration): Creation of a professional-level 

business report that evaluates a prospective employer and its 
ethical behavior.  

2. Program Objective: Have developed the appropriate writing styles and skills 
expected by future employers or graduate programs. 

a. Preparation: Read, review and discuss relevant textbook chapters 
and current hand-outs.  

b. Evaluation (demonstration): Write multiple professional-level 
business documents throughout the course and in exams. 

3. University Objective: Active Faith 
c. Preparation: Read, analyze, and discuss faith aspects of 

communication and ethical leadership. 
d. Evaluation (demonstration): Create a group report and 

presentation that contrasts leaders who engaged in groupthink with 
those that demonstrate Character First principles.  

 
VI.  COURSE REQUIREMENTS & GRADING STANDARDS 
Grading Criteria: 
Projects are graded on adherence to assignment requirements, format, style, grammar, 
punctuation, spelling, and accuracy. 
 
“A” work accomplishes all of the goals of the assignment. It is technically perfect (or very 
near) in format, style, grammar, punctuation, spelling and accuracy. 
 



“B” work accomplishes most of the goals of the assignment. It is technically very good work 
but contains a few problems. 
 
“C” work is generally acceptable work that accomplishes only some of the goals of the 
assignment. It also applies to adequate work that contains several technical and structural 
problems. 
 
“D” work is marginally adequate, often with major technical problems. Like failing work, “F,” 
this effort is usually the result of serious neglect and lack of effort. 
 
Strong Suggestions: 
1. Read the chapters prior to class so you can participate in the discussion. If you 
don’t read the chapter, at least look at it to get a vague idea of the topic. 
 
2. Proofread your work. You’ll be amazed at how many grammatical and punctuation 
mistakes you’ll catch if you just read your own work before handing it in. The majority of 
points taken off assignments could be avoided simply by proofreading. 
 
3. Don’t hand in a first draft. Write your assignment, give it some time (even 15 minutes), 
then look at it again. Read it as if it weren’t written by you. Give yourself the luxury of time – 
time to put the assignment aside for a little while, so you can come back to with fresh eyes. 
 
Grade 
Your grade will be determined according to the following grading scale and grading 
calculations.  Please note that missing work counts as a 0 while an F counts 50 when 
calculating the grade.  Missing work is harmful to one’s grade; it takes two As added to a 
zero to get to a C average. 
  
Grading Scale 
    A   =   95          C-   =  72 

A- =  92           D+  =  68 
B+  =  88           D    =  65 
B    =  85           D-   =  62 
B- =  82           F     =  50 
C+  = 78            No work  =  0 
C    =  75  

Grade Calculation 
     1/4     Exams 
     1/4     Small Points Assignments &   
               Quizzes 
     1/4     Written Communication: 
                   Resume, Cover Letter,     
                   Business White Paper,  
                   Business Letter 
     1/4     Presentations           
 

  
Discussing Grades: If you would like to discuss a grade on a particular assignment or exam, 
please e-mail me to set up a time to talk.  
 
Communication 
I use e-mail and Blackboard to communicate with you. You should check Blackboard and 
your e-mail regularly. Please clean your email regularly so it does not stop receiving 
messages. I will use email via Blackboard to announce schedule changes and other 
information. It is important to check Bb each evening and morning of this summer class.  
 
 
 
 



Dress 
Professional and modest business dress is required for all assignments including 
presentations, interviews of business professionals, mock interviews, etc. The assignment 
details for the first presentation include a specific dress code for professional attire.  
 
Company Report, Mock Interview, Presentation II, Resume and Cover Letter – 
Required Research 
You will identify a specific employment opportunity at a Fortune 500 firm in which you are 
interested. You will also identify the specific person to which the application, cover letter and 
resume should be sent. This information also must be submitted along with your cover 
letter.  Neither generic jobs nor “to whom it may concern” letters are acceptable.  You may 
also interview a management person from this firm.   
 
You may choose a non-Fortune 500 firm if you receive advance approval. As a part of the 
approval process, you must demonstrate that you will have access to sufficient financial 
information to complete the required assignments. 
 
You will prepare several assignments based on this research including: 

a. Report on your research in bulleted report form and a bibliography of works 
reviewed (annual reports, web sites, training manuals, etc.); 

b. Mock interview with another student that will be taped and reviewed with the 
professor 

c. A presentation based on your work. 
 
Policy on Late Work 
Late work is not accepted. Daily assignments and exercises cannot be made up. Major 
projects are announced well in advance and should be completed prior to the due date. 
Sickness or computer failure the night before an assignment is due is not a valid excuse. 
Obviously, extended illness is another issue and will be handled on a case-by-case basis. 
 
VII. MATERIALS NEEDED 
Text 
Business Communication: Developing Leaders in a Networked World 4th Edition (either 
online or print version) by Peter Cardon ISBN10: 1260088340 / ISBN13: 9781260088342. 
 
 
VIII. SOURCES OF HELP 

Tutoring Student Success 

405.425.5923 

www.oc.edu/academics/student-success/ 

Research Help Library 

405.425.5312 

Ask a Librarian (libanswers.oc.edu/) 

library.oc.edu 



Information 
Technology 

Support Central 

405.425.5555 

support.oc.edu/home 

Blackboard Help Link in Blackboard (usually on left side) 
 
IX. COURSE POLICIES 
 
Final Exam Policy From the Academic Policy Manual: 

A. The final should be given during the specified time for final examinations. 
B. In the absence of extraordinary circumstances, finals must not be given on 

the last regularly scheduled class meeting; otherwise, students are likely to 
have several major examinations the same day. 

C. Final exams must not be given earlier than their specified time. 
D. If a professor's plan calls for a unit test prior to or in lieu of a final, that test 

must be given before the last regularly scheduled class meeting or at the time 
scheduled for the final.  

E. A student may request that his or her final examination in a class be 
rescheduled only where the student has more than three examinations 
scheduled for a single day. If a student wishes to reschedule a final exam, he 
or she must receive permission from the VPAA.  

F. Final examinations will not be given early unless approved by the Deans’ 
Council upon a showing of extraordinary circumstances. Examples of 
extraordinary circumstances are non-elective surgery or being called to active 
duty. 

 
Americans with Disabilities Act 

If you have a diagnosed disability and need special accommodations, please notify Ms. 
Katy Roybal (425-1876) before or immediately after your first scheduled class meeting. 
After your disability has been verified, your instructor will work with you, with Ms. Roybal, 
and with the Office of the Vice President of Academic Affairs to provide reasonable 
accommodations to ensure that you have a fair opportunity to perform in this course. 
 
Anti-Harassment and Discrimination Policy (Title IX) 
 
Oklahoma Christian University is a Christian community that has committed itself, 
unequivocally, to ensuring a working and learning environment in which the dignity of every 
individual is respected and a campus environment that is free of unlawful harassment, 
which includes sexual assault or misconduct. OC’s Anti-Harassment and Discrimination 
Policy (see the OC Student Handbook) is compliant with Title IX, which states, “No person 
in the United States shall, on the basis of sex, be excluded from participation in, be denied 
the benefits of, or be subjected to discrimination under any education program or activity 
receiving Federal financial assistance.” Discriminatory and sexual harassment is unchristian 
and uncivil behavior. It is a breach of community, which expresses disrespect, exploits and 
undermines relationships based on trusts, and interferes with learning and productive work. 
 



Students are encouraged to immediately seek available assistance and report incidents of 
harassment to either the Title IX Coordinator or one of the Title IX Deputy Coordinators 
listed below: 
Title IX Coordinator Ms. Tamie Willis 405.425.532

0 
tamie.willis@oc.edu 

Title IX Deputy 
Coordinator – Student 
Services 

Ms. Summer 
Lashley 

405.425.590
8 

summer.lashley@oc.
edu 

Title IX Deputy 
Coordinator – Housing 

Mr. John Ortiz 405.425.593
2 

john.ortiz@oc.edu 

Title IX Deputy 
Coordinator – Athletics 

Ms. Stephanie 
Findley 

405.425.535
5 

stephanie.findley@oc
.edu 

Students have access to confidential services through the Counseling Center and the Mercy 
Clinic. 
OC Counseling Center 405.425.5250  

Mercy Clinic 405.425.6100 2810 E. Memorial Rd., Suite 
140 

Inclement Weather Policy: 
• Classes will run as usual unless the University is closed. 
• The Inclement Weather Hotline is 704-687-2877. 
• In the event that classes are canceled, students will be responsible for reading over 

the material that was to be covered that day. They will also be responsible for the 
assignment. During the next class session, questions will be addressed concerning 
these sections.  

• In the event that classes are canceled on a review day for a test, students will be 
responsible for reviewing on their own. The test will be given on the scheduled day.  

• In the event that classes are canceled on a day that a test was scheduled, the test 
will be given on the very next class day and the schedule will be adjusted.  

• In the event inclement weather occurs during final exam week, every effort will be 
made to hold the finals in an alternate location. If that is not possible, your final grade 
will be calculated on all work submitted prior to the exam.  

 
Campus Closing Policy from the Academic Policy Manual: 

Because a large majority of OC’s students live on or very near the campus, and 
because most professors also live very near, it is the policy of the University not to 
suspend classes for bad weather conditions unless their severity poses unnecessary 
risk to faculty, staff and students. Students who are prevented from meeting a class 
because of road conditions should notify their professors as to the cause of their 
absence, and the professor will treat the absence as being for an acceptable reason. 

 
Emergency statement 

In case of an emergency, faculty, staff, and students who have signed up for OC 
Campus Messenger (oc.edu/notify) will be notified by text, email, or Twitter. If the 



emergency occurs during class, the instructor will inform the students present of the 
appropriate procedures. 

 
Oklahoma Christian University Policy on Academic Honesty 
 

Cheating 
Cheating on an examination, assignment, roll sheet or other course related work or 
activities undermines the ethics of the academy and the specific Christian purposes 
of Oklahoma Christian University. Accordingly, students who cheat on examinations, 
assignments or other course related work or activities will face serious 
consequences, as outlined in this policy. 
 
Plagiarism 
One particular form of cheating is plagiarism. Plagiarism is the transmission of 
another’s ideas, words, or materials as one’s own and/or the failure to credit 
accurately the ideas, words, or materials of another. Plagiarism also includes 
passing off another’s work (a friend, a parent, a website) as one’s own. Plagiarism 
undermines the ethics of the academy and the specific Christian purposes of 
Oklahoma Christian University. Accordingly, students who engage in plagiarism in 
assignments submitted will face serious consequences, as outlined in this policy. 
 
Penalties for Academic Dishonesty 

1. On the first offense, the student will receive zero (0) credit for the examination 
or assignment. For forms of cheating or dishonesty other than on 
examinations or assignments, the Professor shall have the discretion to 
impose an appropriate penalty. Professors must send documentation of the 
first offense to the appropriate chair, the dean of the appropriate college, the 
VPAA, and the Dean of Students. 

2. On the second offense in the same course, the student will receive an F in 
the course. Professors must send documentation of the second offense to the 
appropriate chair, the dean of the appropriate college, the VPAA, and the 
Dean of Students. 

3. At either the first offense or second offense, the student may appeal using the 
process described in both the OC Student Handbook and the OC Academic 
Policy Manual covering Grade Appeals. 

4. If the student commits offenses in two or more courses, the Academic 
Appeals Committee, described in the OC Student Handbook and in the OC 
Academic Policy Manual, may assign penalties for academic dishonesty in 
addition to the penalties assigned by the professors in the courses. The 
Academic Appeals Committee may impose penalties up to and including 
suspension from the University in instances where a student has engaged in 
cheating or plagiarism in two or more courses. The Academic Appeals 
Committee will inform the VPAA and the Dean of Students in writing of any 
penalties imposed by it and will report annually on its activities to the 
University’s Academic Affairs Committee. 

5. Professors should maintain the highest standards of academic honesty both 
in and out of the classroom. Professors must report and apply the rules 
regarding cheating/plagiarism to the appropriate channels. The student 
should be referred to the Oklahoma Christian University Covenant for 
principles, which should guide conduct in these matters. 

 



X. TENTATIVE COURSE SCHEDULE 
Below is a schedule of the class. Any changes will be made via Blackboard. Please check 
the schedule daily.  
 
Course Plan (schedule): May 10-28 
Mon, May 10: Orientation; Review Intro Slides 1 & 2 regarding What is Business & Professional 
Communication?; How do business organizations and leadership philosophies enable and 
constrain communication? (These slides are in the folder named Lecture & Textbook Slides.) 
Wed, May 11: Review Resumes & Cover Letters/Employment Communications Ch. 16 & 
Slides; Introductory Email to Professor Watson DUE by 11:59 p.m. 
Thur, May 12: First Draft Resume DUE by 11:59 p.m. 
Fri, May 13: QUIZ over Interviewing section of Ch. 16 & Slides; First Draft Cover Letter DUE by 
11:59 p.m.; Review Developing Effective Digital Presentations 
  
Mon, 17: QUIZ over Planning & Delivering Business Presentations – Chs.14 & 15; QUIZ over 
Creating Effective Business Messages Ch.5; Review Improving Readability Ch. 6 
Tue, June 18: Presentation 1 DUE; Review Persuasion & Fallacies of Reasoning Slides and 
Supplements 
Wed, June 19: QUIZ over Email section of Ch. 7; finish Ch. 6 content; Review Routine Business 
Messages Ch. 9; Review Mock Interview Assignment; Revised Resume & Cover Letter DUE by 
11:59 p.m. 
Thur, May 20: Required Test 1; Review Monroe’s Motivated Sequence Slides & Supplements  
Fri, May 21: Business Reports Ch.13; Review Research for Business Reports Ch.12; White Paper 
Internet Research exercise DUE; Self-evaluation of presentation 1 DUE  
  
Mon, May 24: QUIZ over Ch. 10 Persuasive Messages 
Tue, May 25: Bad News Messages Ch. 11 & Letter-Writing Exercise DUE; QUIZ over Team & 
Difficult Communication Ch.3; Review Groupthink & Emotional Intelligence Slides 
Wed, May 26: Presentation 2 DUE; Review Group Leadership & Communication Slides & 
Supplements 
Thur, May 27: Optional Test 2; Mock Interview DUE for extra credit (not required) 
Fri, May 28: White Paper DUE (though it can be turned in later) 
  
Copyright 2021 Oklahoma Christian University (the University) as to all class materials and 
lectures whether distributed in class, on Blackboard or by any other means. All rights are 
reserved. The University prohibits anyone from selling notes or being paid for taking notes 
without the express written permission of the University. Violation of copyright laws could 
subject a person to federal and state civil penalties and criminal liabilities as well as 
disciplinary action under University policies. The University holds the exclusive rights to 
reproduce, distribute, and publicly display the above works and to make derivative works 
based on those works. The work may be copied, viewed, and/or downloaded for the 
educational and research purposes only by a current student of the University. Class 
lectures and other activities may not be recorded, copied, or distributed without written 
permission of the professor and dean. 
 
 


