Professional Communication 
Course Syllabus

Instructor:


Mr. C. Brenner
Lunch



B-Lunch
Conference: 


2nd Block
Course Length: 

1 Semester
Course Credit:

½
COURSE OBJECTIVE

The purpose of this course is to help students acquire effective communication skills. This goal will be accomplished by focusing on:

1. The communication process

2. techniques on how to overcome anxiety and gain self-confidence

3. resume writing and the employment interview

4. small group interaction

5. various types of public speaking

METHODS OF INSTRUCTION

1. Lecture/Note-taking

2. Cooperative learning (group) and individual activities/presentations

3. Peer teaching

4. Handouts

COURSE EVALUTATION

Aside from examinations in this course, instructor evaluations as well as peer evaluations will also be provided for each speaking assignment. These critiques are meant only to enhance future presentations with constructive feedback. Other forms of evaluation are: quizzes, speech presentations*, the employment interview*, and other major projects*.  (* Will be counted twice)
ATTENDANCE and MAKE-UP WORK POLICY

Attendance is a MUST. Along with being present for every class, it is extremely important that all students take notes. This course will provide students with valuable information, so note-taking will be strongly emphasized. It is the responsibility of the student to see the teacher about any missed assignments due to an absence (number of days absent = number of days to make up assignments.)

DEADLINES

Speeches must be presented and assignments turned in on the dates indicated. If the student knows that they will be absent on a speech date, they must make arrangements with teacher before that date. Points will be deducted for late work. 

CLASS RULES

These are the classroom rules and they will be strongly enforced.

1. Be prepared at all times (pen/pencil and paper)
2. During presentation there is to be no talking and everyone is to pay attention
3. There is to be no talking while the instructor or other students are talking
4. While in group activities, group needs to stay on task
5. There will be NO listening to music, playing with phone, or any distracting devices. They will be taken away and given to an administrator 

6. No Food or Drinks in the class (Exception of bottle water)
7. Get to class on time and in your seat when the bell rings

8. Be respectful to yourself and others

9. Be responsible for your items

10. Make sure to take all notes

COURSE OUTLINE (Course schedule is subject to change at teacher’s discretion.)

1st 3 Weeks
Course Introduction

Communication Process

Nonverbal and Verbal communication

Maslow’s Hierarchy

 Listening

Presentation: Informative 

2nd 3 Weeks
Johari Window

Group Communication

Interviewing Process
Resume Writing

In Class Employment Interview

3rd 3 Weeks

Intercultural Communication

Persuasive Speaking
Advertisement

Interpersonal communication

Note to parent/Nota a los padres:


After reading this course outline, please write your child’s name and sign your name. Thank you for your cooperation. Contact me if you have any questions.

Despues de leer esta informacion sobre el curso, por favor escriba el nombre de su hijo(a) y su nombre. Gracias por su copperacion. Si tiene preguntas por favor llameme al telefono de la escuela.

__________________________
___________________________________
           ________

Child’s Name/Nombre de nino(a)
Parent’s Signature/ Firma de Padre o Madre
          Date/Fecha
