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A. Catalog Description of Course

This course explores the different types of business and professional writing, helping students to
recognize the variety of career options for and responsibilities of professional and business
writers and the most important resources in the field. Students review and learn how most
effectively to implement the basic grammar and usage rules they have studied in other courses, as
well as how to incorporate graphs, pictures, and other visual information effectively into their
written texts. Students also investigate the necessary relationship between audience and style,
and the ethical implications of business and professional forms of communication, while learning
how to apply persuasive writing strategies to different professional contexts. Students produce a
portfolio in both print and web-based media that will include a resume, letters, memoranda,
brochures, instructions, and short reports.

B. Goals

* To become familiar with career opportunities for professional writers;

* To understand the basic genres of business and professional writing and the major
similarities and differences among them;

* To be exposed to resources in various fields of business and professional writing;

* To develop skills in identifying and applying rhetorical, critical thinking, and problem
solving strategies in specific writing situations;

* To foster the ability to analyze audience, purpose, and style, and apply such analysis to
produce clear, specific, grammatically correct, and professional-quality documents;

* To understand general theories of rhetoric and communication in the context of
organizational settings.

* To become familiar with electronic tools to produce and print web-based publications and
confident oral presentations;

* To understand the dynamics of team work;

* Consider the impact of multiple and diverse perspectives.

C. Objectives
Students will be able to:

* Identify career opportunities for professional writers;
* Identify and employ the basic genres of professional and business writing with an
understanding of the major similarities and differences among them;



* Access and use the research tools in various fields of professional and business writing;

* Solve problems in specific writing situations using rhetorical, critical thinking, and
problem solving strategies;

* Analyze audience, purpose, and style to produce professional-quality documents;

* Define and apply general theories of rhetoric and communication in specific organizational
settings;

* Use power point and web-based media to produce and print web-based publications and
confident oral presentations;

*  Work effectively and professionally to delegate responsibility and meet deadlines for
production of professional-quality documents;

* Apply multiple and diverse perspectives, and the concerns of different kinds of
audiences, to produce professional writing assignments.

D. Outline of Course Content
1. Introduce rhetorical principles of purpose and audience, genres and style
2. Letter and resume assignment
3. Grammar and sentence making skills
4. Sharing information professionally (visual formats and design)
5. Case study method and professional problem solving
good news/bad news letter
short report
cover memo/letter with executive summary
6. Group computer-based instruction project
team work
delegation and scheduling of group member responsibilities
instructions
cover memo/letter
test results memo
7. Creation of 3-sided brochure
. Web page creation and rhetorical analysis of web documents
9. Oral presentations

o0

E. Suggested Texts

Paul V. Anderson, Technical Communication: A Reader-Centered Approach (5th ed.), Harcourt
Brace, 1999.

Pagel, Larry G. Proofreading & Editing Precision (5™ ed.). Thompson/Southwestern,

2006.

Materials on hard copy and e-reserve through the Medaille library

F. Suggested Modes, Media, and Techniques of Instruction
Lecture and large and small group peer interaction and review; daily writing work in the computer
lab; production and analysis of web-based documents; power point and other oral presentations.
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