BUSINESS AND PROFESSIONAL SPEAKING
SPCH 1321, 12:00-1:20 in Room: 103, in building Academic 104
Instructor:
Brandon H. Wood
Office: 

Building 104, Room 109
Office Phone:
254-526-1404
Office Hours:
Monday 11:30-12:00, 3:00-5:00; Tuesday 1:30-3:00, 4:00-6:00pm; 9:00-10:00pm, Wed.11:30-12:00, 4:00pm-6:00pm, 9:00pm-10:00pm; Thursday by appointment only; and Friday 12:00-3:00pm.  Further times can be arranged if these do not meet your schedule.
E-mail:
brandon.wood@ctcd.edu; Please note that if you mistype this email address it is not an excuse only an explanation. 
TEXTS:

Adler, Ronald and Elmhorst, Jeanne. Communicating at Work, 10th edition. Boston: McGraw-Hill, 2010.
ALSO REQUIRED:  

A folder or portfolio case.
Two 50-50 scantrons sheets (The blue ones).

The ability to print out research.
A working e-mail account that you check regularly! 
Several assignments and handouts will only be sent to you via e-mail. So, if you don't have one, make sure you set one up as soon as possible, and check it often. 

BUSINESS AND PROFESSIONAL SPEAKING COURSE GOALS 

1) To develop and to demonstrate knowledge and a practical understanding

of professional speaking and listening skills necessary to effectively

communicate ideas, attitudes and feelings.
2) To develop and to demonstrate a knowledge and practical understanding

of communication principles and models in modern professional settings.

3)  To develop and to demonstrate a knowledge and practical understanding

of professional interviews and small group discussions.

4)  To develop and to demonstrate a knowledge and practical understanding

of informative, persuasive and impromptu oral presentations.

5)  To develop and to demonstrate poise and confidence in all professional

communication settings utilizing Standard American-English speech

skills.

6)  To apply course information and acquired skills to personal experiences in

other academic courses and professional settings.
MY TEACHING PHILOSOPHY:
The educational process requires a lot of work to be successful. Additionally, it requires 

a significant amount of effort from both the instructor and the student. I feel it is my job 

to create an environment that will allow you to understand and apply the many components that exist in communication, specifically in the work place. In other words, my job is to help you see the communication process you engage in everyday and then be able to think more critically about it.  While I feel that this form of instruction has a great deal of potential, it does rely heavily on student participation to be successful.  Thus, your participation will be expected in every aspect of this course. 

Also, this class is unique in the sense that all of the information present in the text and lectures, if mastered, can directly lead to your performance at the work place.  That being said, this class is demanding because to master anything takes a wealth of knowledge, time, and multiple attempts.  I therefore expect you to be prepared to read more for this class than any prior and participate in exercises that could give you the competitive advantage over your professional peers.

Please do not hesitate to ask questions, or ask for help, in or out of class (Unless there is 

a privacy issue at stake, in-class is often best, since your classmates may have the same 

questions or concerns that you do, and then you are helping them, too).  If you have any special needs, please let me know. I am committed to helping every student attain the best quality of education she or he can. It is important for you to know that I will bend over backwards to help you if I can see that you are putting forth the same effort to do the work in this class.
ASSIGNMENTS: 
All assignments must be typed, using Times New Roman or Arial 12-point font, double-spaced with 1” margins on all sides (I will hand measure margins).  The only exception is the resume.
EXAMS: There will be one midterm exam and final exam. Exams will assess your understanding of communication concepts and theories, as well as your application and integration abilities. The final examination is not comprehensive.
SPEECHES: Each student will present four speeches: 

a. Introduction speech (2-3 minutes) 

b. Informative Speech (5-7 minutes w/at least 6 sources) 

c. Persuasive Group Sales Pitch (20-23 Minutes w/ at least 10 sources) 
d. Mock Interview

Each presentation will be evaluated on content and delivery. Specific details will be clearly outlined in class. Typed outlines and references are required for all speeches except the introduction speech and Mock Interview (a sample will be provided). You are always welcome to bring a preliminary outline to me for comments prior to your presentation date. 
PARTICIPATION: Because this is developmental course, participation is essential. Participation is a function of attendance, demonstration of having read the material, asking questions that extend the thinking of the class and instructor, contributing relevant examples, and demonstrating respect for the contributions of classmates.  Also, if you decide to use a laptop for class I require you to email me the notes you took by midnight the day of class.  This is great way for me to help develop the study guide and keep you honest.
EVALUATION: 
Introduction Speech 
25 pts. 

Informative Speech
100 pts.

Group Presentation 
100 pts. 

Midterm Exam 

100 pts. 

Final Exam 

100 pts. 
Job Application Packet
Cover Letter

20 pts

Resume


40 pts.
Reference Sheet 
10 pts.

Mock Interview 

25 pts.

Participation 

TBA 
Group Quizzes

TBA
The grading scale is a standard ten percentage point scale (there is no grade curve so you can always check your own grade by adding up your points earned and dividing by the total potential points at that time): 

90-100% = A; 80%-89% = B; 70%-79% = C; 60-69% = D; below 60% = F 

COURSE POLICIES: 

ATTENDANCE: It should be no surprise that in a class on public speaking in professional settings, I expect attendance. The nature of this topic is such that your participation in discussion, exercises, and in providing feedback on speeches is a valuable and necessary part of the course experience. I expect you to be able to apply the things we discuss in class to your graded assignments. I will take attendance every day and I will be grading on your participation through the use of daily participation sheets. Basically, you will be rating yourself on how well you participated on a given day. I will be checking your ratings against the grade that I would give you for a class period daily. Although I will take your point awards into consideration, the final assignment of participation points on the sheet will be mine. I will offer justifications in the case that our ratings differ. I will expect that you will justify your point awards in kind. Obviously, you can only participate if you are present. No participation points will be awarded for a class that you miss. You are responsible for obtaining any information that you missed during a non-CTC or instructor approved absence.
TARDINESS: Participation/Attendance sheets will be distributed at the beginning of designated class session. If you are late (and please try NOT to be), you are responsible for completing this sheet immediately after class or you will not get credit for that day. 

ASSIGNMENT DUE DATES: All speeches, assignments, and exams must be completed on the date assigned. If you are unprepared to deliver a speech on your assigned day or do not come to class on an exam day, you will receive a ZERO for that assignment unless an alternate due date has been previously approved or documentation has been provided for extreme circumstances. If you get this ZERO it is all but impossible to pass the course. Also, please see note above regarding my email address.
PROFESSIONAL COURTESY: (1) This class begins on time. Habitual lateness counts cumulatively as absence(s). (2) Should you need to miss a class or an appointment, I would appreciate the same courtesy and sense of responsibility you would extend to an employer. This includes explaining your absence. The responsibility to determine what was missed on a given day of class is yours. Please re-read the last sentence.  Whether or not you obtain this information, you will be graded as if you have. (3) Professionalism includes respecting others’ opinions, not interrupting in class, being respectful to those who are speaking, and working together in a spirit of cooperation. (4) On speech days, never walk in while someone else is giving his or her speech.  I expect you to demonstrate these behaviors at all times in this class. With that in mind, sleeping, reading materials irrelevant to class purposes, texting, and disrupting the class will not be tolerated and will result in the student being considered absent for that particular class period, (5) Guests/observers are not permitted unless permission from the instructor is obtained. 

SPEECH ETIQUETTE: On speech days, you have dual responsibilities as a speaker and an audience member. When you are presenting, you will dress appropriately. When you are an audience member, you will be attentive and ask challenging but constructive questions when the speech is finished. Because most people are nervous when they give a speech, you will be supportive both verbally and nonverbally. You will never enter or leave the room while a speech is in progress. 

CHEATING/PLAGIARISM: Students are expected to be honest in all academic work, consistent with the academic integrity policy as outlined in the Code of Student Conduct. All work is to be appropriately cited when it is borrowed, directly or indirectly, from another source. Unauthorized and unacknowledged collaboration on speech topics and/or the presentation of someone else’s work warrants plagiarism. 

CTC COMMUNICATION DEPARTMENT'S STATEMENT ON SCHOLASTIC DISHONESTY 
Plagiarism: Statement and Definition 
Though no definition can be wholly inclusive, the following definition sets the boundaries on what is acceptable academic behavior while at CTC: 

Plagiarism is an act in which a student uses someone else's words or ideas 
without due acknowledgment in order to gain some form of reward. 
Certain words and ideas in this simple-sounding definition need to be clarified: 
a. “uses someone else's words” is the unacknowledged use either of any original or important words from another source, or three or more consecutive words from any unacknowledged source. 

b. “uses someone else's… ideas” includes use without acknowledgment of any interpretative idea, even a general idea taken from a general source, or any fact not in general knowledge. It also includes use of paraphrased, altered, condensed, or simplified phraseology from an unacknowledged source. It is plagiarism when the unacknowledged use occurs in any written work, including “homework” or practice work that will be graded or is presumed to be the work of the individual presenting it. 

c. “without due acknowledgment” means any situation in which the instructor cannot tell that the writer is not the primary source of the ideas and/or words. Simply placing a work in a reference or works cited list is not enough. Neither is placing a parenthetical reference at the end of the paragraph. There is a clear need for both the accuracy of quotation marks, appropriately placed parenthetical references, and an accurate works cited page. If any of these is missing, plagiarism could result. 

d. “someone else's” includes, but is not limited to, any work that has been published, including books, multivolume works, academic journals, popular magazines, or any papers/notes produced as “study guides” or “study aids.” It includes all electronic sources. The phrase also includes the use of any unpublished work, whether produced by a fellow student or not, whether borrowed, stolen, or paid for (including work from internet paper services.) It does not include broad general knowledge or lecture information given in the class for which the paper is written. The writer must check with the instructor to determine if the use of class/lecture notes is an acceptable source of information. The phrase also includes excessive aid accepted from, or given to, other students, even in spoken form. Excessive aid, for instance, includes ideas dictated to a student and placed in the student's paper. In English 1301 and English 1302, the phrase includes either allowing someone else to correct, amend, or edit (even verbally) work to be turned in for a grade, or doing such editing. The obvious exception is peer editing done in the class or with the consent of the instructor. 

e. “reward” means benefit, tangible or intangible, received by any party involved in the acts of plagiarism or Cheating. 

Ignorance of the precise definition of plagiarism is no more an excuse than ignorance of the law is an excuse. It is up to the student to become aware of the general principles and the specific criteria of individual instructors. 
  
Cheating: Statement and Definition 
Cheating is more often than not more clear an offense than is plagiarism. Cheating is an act of: 

a . giving, receiving, and/or aiding in either the giving or receiving of any unauthorized I   nformation during testing. 

b . communicating the contents, general or specific, of any test or quiz to include the lending or borrowing of past tests or quizzes when the instructor has not specifically sanctioned this act. 

c. using in the testing area any covert and unacceptable means of receiving or giving information, and 

d . taking a test/quiz for another student. 

Beyond tests and quizzes, if a student turns in one paper for two classes without gaining consent from both instructors, it is considered an act of dishonesty and, therefore, an act of cheating (i.e., receiving double credit for a single assignment.) 

Any time a student is in doubt about what he or she is going to do, it is the student's responsibility to check with the instructor before doing it. Also, when you submit a paper there is a possibility that it may in turn be submitted to turnitin.com or other plagiarism detection sources. Such sources may allow free access to your paper by other internet users. 
The CTC catalog is very clear regarding this.
TENTATIVE SCHEDULE
Week 1









Date Due in Class

Jan.
10 (M)

Introduction




Introduction Speeches

Assign chapter 1


12 (W)

Communicating at Work




Ch. 1



Introduction Speeches



Assign Chapter  2
Week 2

 
17 (M)

Martin Luther King Jr. Day – No Class


19(W)

Communication, Culture, and Work



Ch. 2



Assign Chapter 4





Intro Speeches

Week 3

24 (M)

Verbal and Nonverbal Messages




Ch. 4



Assign Chapter 5





Intro Speeches


26 (W)

Interpersonal skills





Ch. 5




Assign Informative speech




Assign Chapter 10, 13(pgs.434-452 only)





Week 4

 
 31 (M)

Developing and Organizing Presentations


Ch. 10




Assign Chapter 11

Feb.
2 (W)

Verbal and Visual Support in Presentations


Ch. 11

Assign Chapter 12
Week 5

 
7 (M)

Chapter 11 cont. and Outline Feedback




9 (W)

Delivery and Presentations




Ch. 12 
Week 6

 
14 (M)

Informative Speeches
 
16 (W)

Informative Speeches

Week 7


21 (M)

Presidents Day- No School, E-mail Prof. Wood’s favorite prez and get E.C.! 

23 (W)

Informative Speeches

Week 8 

28 (M)

MIDTERM EXAM



Assign Chapter 8, 13
 

March
2 (W)

Working in Teams





Ch. 8,13



Lock in Groups

Assign Chapter 5 and Chapter 9.

Assign Group Presentation







Week 9

7 (M)

Effective Meetings





Ch. 9,5



Interpersonal Communication




9 (W)

Persuasive Strategies





Ch. 13
Week Awesome!


14 (M)

Spring into Spring Break


16 (W)

If you are in class that is just silly
Week 10
21 (M)

Test Audience/Meeting







23 (W)

Group Presentations
Week 11
28 (M)

Group Presentations




Assign Chapters 1-5 in Get a Job!





30 (W)

Preparing for the Workforce




Ch. 1-5



Assign Job Application Packet







Assign Mock Interview

Assign Chapters 6-15 in Get a Job!
Week 12
April
4 (M)

Pre-Interview






Ch. 6-15


Assign Chapter 7 in Main Book







Assign Job Description




Assign Resume Draft




Assign Chapter 7
6 (W)

Handling the Interview





Ch.7

Assign Get a Job! 11-15





Resume Draft


Practice Interviews









Types of Interviews







Interviewer Committee’s assigned

Week 13
April
11 (M)

Phi Rho Pi National Tournament
13 (W)

Phi Rho Pi National Tournament
Week 14
18 (M)

Job Interviewers Meetings




Final Versions:

Cover Letter X 2
 









References X 2










Resume X 2











Job Description


20 (W)

Mock Interviews



Week 15
25 (M)

Mock Interviews
 

 

27 (W)

Mock Interviews



 
Week 16
 
Finals Week – Check the Finals schedule in your Spring 2011 Catalog
Class Participation Sheet

Name 







Attendance and active participation are a necessary part of this course.  Each class period you will grade your participation.  Please fill in your score (whole numbers only) based upon the following scale and provide a rationale for your score.  Scores may be adjusted if the point value is not consistent with the rationale or the criteria for evaluation.

5 = Outstanding participation (completely prepared for class having read all of the required readings and completed reading objectives, contributed to the classroom experience for self and others, allowed/encouraged others to contribute in class; had insightful comments/questions for classmates and instructor; took a leading role in class activities)

4 = Good participation (prepared for class having looked over required readings and partially completed reading objectives; offered good comments and took an active role in class activities.

3 = Average participation (responded to questions adequately; moderately prepared, participated in class activities)

2 = Poor participation (poorly prepared; responded to questions, but briefly and with little elaboration; came to class late)

1 = Came to class, but contributed little or nothing; Arrived in class more than 10 minutes late.

0 = Absent from class; entered class during another student’s speech.

	Date
	Grade
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