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ABSTRACT

Traditionally, community college courses in business English have been remedia] .
‘1n nature and limited in thelr apphcatlon to business procedures. Very little attentlon has
been given to deﬁnmg the communication competenc:1es that are necessar) to success on-
the-Job reading, wrltmg, speakmg, and listening. |

This project»pro'poses to update curriculum and change the title of the course
from busjness Engli‘sh to business communicatim;ns in an effort to move away from the
traditional néfms that deter rational Qurriculum deQelopmem for business. Using current
teéhno]ogy, s'tudents will Be,iristructed In grammar fundamentals as they relate to the . |
‘eé‘;plicit aspects of business communications by enip]oying proofreading and editing
principles. The project includes an introduction to the prob]em,é review of literature,
“rules and regulations as they app])-" to curriculum dési gn, conclusions and j

recommendations, and appendices.
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: _'?».CHAPTER 1

INTRODUCTION

R Nature of the Pl‘OjeCt

The purpose of the prOJect was to develop a busmess commumcatxons cumculum G

B for commumty college students that encompasses busmess Engllsh as 1t relates to the

e requrrements of the busmess commumty Thrs course wrll be the f rst of a two part e

- _;'commumcatrons course Busmess Educatlon Technologres (BET) 43 Busmess
L ‘-‘Communlcatrons l

o ‘_Context of the Problem S

R ff't Career paths and approaches to wor]\ that prowded success decades ago have .

s .“changed therefore methods of teachma and cumculum must also chanee Unless R

S 'courses are bemg constantl\ reevaluated and updated students vnll not be read\ to face '

'f,the rapldl} developmg globallzed markets advancmg technolom and the f erce | ,b
_"vcompetmon of those who ha\e been adequately tramed (Kotter 1994)
e As Wayne Mrtchell and Scnven(l992)reported busmess leaders felt that RN

;‘.students generally lacked oral presentatron skrlls hstenmg skllls and were unable to |

S .crmcally analyze what the) read or heard Adequate trammg also mcludes the use of a

‘ _computer and should be a prereqursrte for a course in commumcatrons Further
""”'fj'_\nteachers must accept responsrblhty m makmg students aware of ethlcal 1ssues that affect o
e orgamzatlons m contnbutmg toward a posrtrve 1mage for both themselves and the

workplace (Wayne & Scnven 1991)



Students ére also generally unawére of the highly competitive global marketplace,
| where\ Jjobs may takevt"hem toa nivyrviad}of pléces, and where é knbwledge of cu}lturai
differences can be crucial to their career,s. As Smith And‘ Stewafd'(l995) pointed out,
.‘.‘Traini'n'g i}n interculfural communicétion is a prerequisite for condueting business on.a‘
'gl.obal scale” (p. 25). |
Problem Statement

As it' ndw stands, the Course Proposal for BET 43 Business English at Victor

B Valley Co]]ege requires an extenswe study of grammar and punctuatlon The course
| ,".b_also includes a review of language structure vocabulaxy practlce and stv]e n busmess
| wrmng Extenslve stud) of grammar and punctuatlon is best left to ba51c Enghsh
: courses, whlle busmess courses should extensxvelv study business practices as they re]‘ate‘
' ‘to commumcatlons.

The present course proposal places special emphasis on the babilitv to organize
‘thoughts and information, but does not address proofreadmg or edltmg skills, makes oral’
B presentaflon an option and does not address llstemng skills.  Further, the present
‘curriculum desi gn addreSses neither jntercultural nor global communication, nof new -
technologies that :are essential to bus_iness today. |
Purpose of the Project |

:The purpose :of the bproj ect was to dev_eldp the ﬁr‘st of a two-part Business
. EciUcation Technologies cbmmﬁniéatjons curriculum, BET 43 Business Communicaﬁons
]; for Victor Valley College that;wou]d replaceBE"l‘“ 43 Business E.hg]ish. The

accompanying coﬁrse, BET 45 Communications, would be renamed BET 45 Business

YN



- f Communrcatrons 2. BET 43 Busrness Contrnunrcatrons 1 was deslgned w1th an emphasrs :
‘ on a revrew of basrc Enghsh as 1t apphes to wrrtten contmumcatlons through use of L
proofreadmg and edrtrng prmcrples Proofreadrng and edrtmg requlres not only
' ‘orgamzatlon of thought and mformatron but also a lmowledge of logrcal sentence‘ -

i structure and paragraphmg, whrch requrres hrgher level thmkmg skrlls

The cumculum mcluded a prerequ1srte in el1g1b111ty (to be determmed by
assessment testmg or a lower level Englrsh course such as Englrsh 60) and a corequrslte

of keyboardmg or word processmg skrlls Small group study in proofreadmg and edrtmg -

L documents commumcatlon problems and their solutrons in busmess oral presentatron e
' vand lrstenmg skrlls were also mcluded in the cumculum An mtroductlon to busmess
: _technologres, the globaleconomy, and mtercultural communications was considered an

_ important prelude to BET 45 Business Communications 2, where a more in-depth study

of these subjects was included in the curriculum. -

- The final project included the course outline, which was comprised of course’

v objectives,_;methods of instruction, methods of evaluation, texts, course content, and an

evaluation. Also included was the syllabus, which guided students in a weekly course of

study and homework requi’rernents."Student_s were also made aware of the word

' processing requisites assigned to the course.

| Signiﬁcance of thé 'Project

The Vrctor Valley College course n busmess Enghsh as 1t 15 presently desi gned

' has not met the needs of either students or the busmess commumty This proyect was

desrgned as a means ofi mtegratmg basrc.-skrlls with new technologres and mformanon _



- needed by students to succeed in thelr careers Students often come to educators w1th a .

" l.' B N

very narrow v1ew of the world therefore 1t 1S the work of educators to be 1nformed and .
x .progressrve--opemng doors and encouragmg students to walk through them--expandmg

. thelr knowledge To achreve this end curnculum must be. reevaluated and updated

foften Thls prOJect undertakes to broaden and better pirepare students for the workplace.i ‘ |
Assumptlons , N
: The followmg assurnptions werevconsidered a pa‘rtwof this studv 5
1. A course in BET 43 Busmess Commumcations 1 was not consrdered a
| -course in basrc English fundamentals,
2. Students enrolled m _BET43 »B'usiness ‘Communica’tions 1 ex;‘)ecta business
oriented courSe where a r'eview_ofEnglish fUndanientals aire a part of their.
“”learning e‘x‘nerience. ) R
Delimi-tations . Sy
The followmg delimitation was assrgned to thlS pl’OjeCt
l ‘ The pro;ect was deve]oped for Victor Valley College as.a course in |

‘Business Commum_cations 1 and would replace the current course BET 43

» Business English.

: Limitations

The followmg limitation applles to this prOJect

1. » The assrgned prerequrslte for word processmg capabilmes w1ll not be
consrdered valid for a perlod of three years as specified in Title 5

regulations.



2 Resevve_x}rc_kh into buéiness technolog:es _d:e'p;lrtﬁ'ién’t'sl at area ’colle‘ges did not
uncover similaf céursé ‘c_(")ntent as ;Sropbsed in‘ this pfoject.' |
Definiﬁ_on of .'I“erfms | |
| The"following deﬁniti(ms bap_ply‘ to this vvsvtudy.
1. Business English--Basic'English fundamentals inéludin,g Vbcaﬁulary, and‘
letter fonnat§ énd styles. ‘ |
2. Businéss Comm_unications--busine}ssvEnfgl‘ish’, writir;g? oral, and ]’i'stem'ngv '

skills as they apply to business. -

(99]

Student Outcomes--va regimen of study'trhatk enablés students to provide ihe |
skills required by employers.

4. Title ‘5-5Stét¢ énd Federal guidelines and regu]atibns’desi gned to proinote |

) student success by idént‘i‘fying skills and/drbk‘npwledge necessayry or
recommended to be included in the development of éurﬁculum. ‘

Organization of the Reméindér of the Project o

The rémafnder of the projéct includes a review ’of literature that discussed
‘ vocétional educétion; i,nte'rcu‘ltx.lral communicatiphé, busineSs aspécts of
_co_minﬁnicatiéns, new technologies and éthnics i‘n business; Als§ includes were State
"and Federal rules and regulétions for curriculﬁrﬁ design, an‘d cohclusions and
recommendaﬁohs. | Appendices consisted of the existing course out_]‘i-n‘e, and the p‘ropqsed

course outline and syllabus.’ Refer_ences concludes the organization of the project.



CHAPTER2
REVIEW OF LITERATURE
Introduction
The review of hterature included a hlstory of educatlonal thought regardmg
educatlon n general and vocational educatron in partrcular in the development of
commumcanon courses for adults The review encompassed not only business English
i but also many other important and necessary communication skills that employers enpect
and students should be able to exhibit in ‘a“bnsiness enviroMent. ‘
Literature Review B

. According to Goodlad'-(l984‘),‘ the_. .concept of vocatiOnal education does not

- become 1mportant to students untll they reach high school. -Goodlad (1984), reported that

teachers at all grade levels placed mtellectual personal and soc1al goals above
: :‘- vocat1onal goals Parents placed mtellectual goals before all other goals. However
public schools serve the public at large: politically, socially, and economically.

Since the founding of the United States, education has been used to mold future
citize_ns as a means of maintaining political stability. In 1779, Thomas Jefferson
: proposed. a Bill for the More General Dzﬁ’tzsion of Knowledge, where children would
v receive three years of public education. Themost talented of these children would be
selected and further educated until the bri ghtest students were identified for democratic
l‘e'adership (Lee, 1961). On the social side‘, as Perkinson 't1968), reasoned, it is more -
unobtrusive, sociall’y, to create school programs such as health education than it is to

confront business and industry in ‘changingf job conditions that create health problems.



Perk1nson (1968) also crted both the socrallzatlon of future workers and the sortmg and EE :
y : tralmng of the labor force asa socral issue related to the economy These three concepts -
’ overlap in educatmg the masses dependlng upon what is pohtrcally n vogue at any grven |

I moment.,

For examp]e durmg the 19705 the Center for Economrc Studres publlshed papers

. on the Educatlonal Requzrements for ]ndustrlal Democracy because studles Showed that
o  many workers were dlssat1sﬁed w1th thelr _]ObS The papers were publlshed inan effort :
to reform the soc1al organlzatlon of schools to reﬂect the needs of the workplace by the '
” trammg and sortmg of labor and led to the development ‘of vocatrona] educanon
. However controversy raged about what types of skllls and knowledge would best prepare :
. students for the workplace In trymg to solve thrs dllemma vocatronal gurdance through L
: .ca‘reer counselmg, was placed at the center of academrc plannmg and ]eammg (Levrn o
- 1974) . e _ : R

. thOC&thllal‘ Education ,

The deve]opment and unfoldrng of human potentlal are what ultlmate]v '

. ‘ determmes the success or farlure of pohtlcal soc1al and economrc pohcres Srnce the |
o ';.,19705 rt has been found that w1thout a vocatronal educatron trammg sy stem desrgned to =
':Tf:»keep work force skxlls up to date the number of unemployable people wrll steadrly nse S
B "* One Skll] crted by busmess and 1ndustr1a] leaders as very 1mportant is the abrhty to
- commumcate Wnth the 2 accompanymg hrgh levels of unemployment and growmg

- drsenchantment w1th educatlon renewed attempts have been made by pressure groups



and pohcy-makers to strengthen the lmks between educatlon busmess and mdustry

: '(Walford 1988)

Those ‘who direct educatlon and those who dl]’CCt busmess must have suff cient
knowledge of each others needs to operate efﬁcnently There must be a shared body of
knowledge mtegrated into educatlonal courses and on whlch mdustry and student life
experiences can build (Bailey, 1990). Andrews and Sigband (1984), noted that senior
managers reported new accountants to have eXceptionally poor eommunications skills.
After interviewing senior dccountant managers, 79% said that new accountants were
inadeQuate in writing skills and 52% said that new dccountants were inadequate in

communicating orally (Andrews & Sigband, 1984). A shared body of knowledge does

‘not seem to have been integrated into educational courses to the benefit of either students

or employers.

Intercultural Communieations

Success on the job is linked to good communication skills. Further, international

competition and a revolution in communications technology have combined with the

“information explosion to make communications training a key area for organizational

development in the 1990s (Ostheimer, 1995).

The success or failure of business in the United States will depend upon

intercultural skills as we become more involved in global competitiveness. - Although

students from other cultures are being prepared for this competition, United States

students by and large, are not being prepared to work and communicate across cultures

- (Smith & Steward 1995)



) Commumcatmg in the Workplace

Accor dmg to Wayne (1992) one Of the most Important commumcatlon skrlls 1s i

the ablllty to g1ve clear dlrectrons and 1nformat10n to others Wayne (1992) also saw
i E much of the mterpersonal commumc‘atron that occurs in busmess as mformal E
L spontaneous and m small-group- settmgs Cumculum must then be desrgned to
SRS emphasrze competencres relevant to 1nterpersonal commumcatron James (1992) stated" .

e that “The abrhty to talk clearly and concrsely is ﬁrst 1n a lrst of Value of Promotlon

| Factors” (p 9)

' A study of 23 busmess commumcatlon textbooks James (1992) concluded that

v essentral subtoplcs of busmess co.mmumcanon erther are or fall under the toplcs of '
lrstenrng, career plannmg busmess Enghsh and fundamentals of communrcanon
’ . Therefore a busmess commun‘lcanons course should mclude more than an er(tenswe
" ' revrew of basic grammar concepts Buslness commumcanon courses must review the
R j*"techmcal aspects of wntmg (punctuatlon grammar vocabulary and spellmg) as the\
B apply to yanous formats for busmess correspondence and reports Further courses :
should be con51dered as capstone courses in Wthh mstructors prowde students W1th

: hands-on practrce in commumcatlon skills usmg vanous hypothetlcal busmess srtuatrons :

" ‘(Aranoff 1989)

S Role playmg, group dlscussmn and case study are also appropnate formats for

4 mstructmg students in busmess commumcatrons Repeated dlscussmns of 1deas such as
i purpose feedback and effectlveness should help to keep the process of commumcatlon '

"»as 1mportant as the product--the ]etter report or message (Galbrarth & Zelenal\ 1991)



: ’.‘Further Johnson 1990 stated that students should be asked to state the purpose for a

.‘ : wntten response to a hypothetlca] sntuat1on and be remmded that the purpose should be o

| ‘:stated in the behav1oral terms of the receiver rather than the behavroral terms of the

: »sender.ﬁ :
N ApprOXimately 1] hours ’o.‘f_ hunmn waking time ivs'spent invsome form of :

commumcatlon 9% in wrltmg, ‘16% in readmg, 0% in speakmg, and 45% in llstenmg R

(Andrews 1984) Therefore tradrtlonal busmess Enghsh courses that place emphasrs on :
| ', _bastc grammar prmcrples have not met the prerequlsltes for ef’fectwe commumcatlon .

v Computers and Other Technologles . | » o
| ~In the technologrcal world of today, almost all type.s of 1nformatron are
computenzed Leammg to write correct and concise documents create a spreadsheet or
use graphlcs make students employable Therefore computers n the classroom are a
. necessm if students are to be readred for the workplace (Guffey, 1994) -
Sound busmess decrstons depend on the flow of accurate and tlmely mforrnat10n |

m the bwrltmg of both mtemal and extemal correspondence the wntmg and’or glvmg of R -
“instructions and the relaymg of messages All of the above commumcatlons are now
b being ‘created or sent by some form of computenzed or electromcltechnology (lvlorrrs & |
.'McGulre 1996) |
 Ethnics in _Business S

" Business teachers must take the responsibility in making students aware of ethics

" in the workplace. BuSiQCSs»owners lose millions of dollars a year in business and =~

10



property due tovthe dishonest behav1or of their employees Honesty in all that is Sald and
done should be empha51zed (Porter, 1987).

Case studies to role play various situaiioné can be an effective way of getting the

point of ethiea] behavior aerosé to students.‘ The studies provide opportunity for open

discussion and differing points of view. These points of view can then be sommarized in
writing and may create further discussion. The benefits to this method are that students
_practice both oral and written skills (Wayne & Scriven, 1991).
| Summary |

Discussed in the review of literature 1s the political, sooial and economic purpose
of education and how vocational education gained its importance. Revealed in the
review of literature is the impoﬁanee of certain skills in communicating, why these skills
should be included iin. the curriculum, and .whot the future holds for those who are lacking

in these skills.
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CHAPTER 3
METHODOLOGY

Introduction‘

| This chapter 1nc1udes research into existing programs an analysrs of the existing
course at Victor Valley College an analysrs of Title 5 regulatlons as they apply to Victor
Valley College district polrcy, California State University transfer of credit guidelines,
estabhshment of requ:srtes curriculum design and budget factors. The populatron served
by this course is Business Educauon Technology students students working towards a
certificate in busmess technologres an Associate of Arts/Science Degree, or who are
updating slulls
Existing Programs

Business Technology programs were researched at Barstow C'ollege, San
.Bemardino Valley College; Chaffey College 'and Mt San Antonio College to determine
whether or not a program such as the one being proposed in this project existed in other
technology departments on other campuses Research into thrs area revealed no
comparable programs.
Existing Couvrse - Vi_ctor Valley College
The course ~outline (Appendix' 0) for. the existing program at Victor Valley

College (1) emphasizes extensrve study of grammar and punctuation, (2) emphasizes
weekly vocabulary quizzes usmg vocabulary lists, (3) requires the rewntmg of sentences
and paragraphs at each class meetmg, and (4) requlres nine other writing assignments

including a two- to five-page paper and a five-to ten-page report that includes peer

12



| evaluation, rough drafts and revisions. th- @Mng into cc_)nsideration how much students
 can'at arewﬂhng ‘to'{é‘ccSOfriiﬁli‘s‘vh‘ 1n thls course, the three-hour weekly class time allotted
to ;th'e'_ihétructor fnékés the ébové an ifnpéés‘ible task.
- Extensive study of grammar, punctuation, andv\?ocabulary: is about all an
.‘bl;ns"t‘riuétor' can accomphsh ina Weéldy tf;ree-ﬁdtlir»élajsvs. 'Writing would be mim’m‘al and
~difficult to felgte to business:concépts, éspécially if the student had not wqued in outside
- industry. .The coul_jsé outline also sfatgs thét’students have the ability to orgénize
. -thougﬁts and‘ivnfor_ma’tiovn 1in senter’;cin’gahd paragvraphing,vbut does not disclose how this
ability will be deye]opéd. However, in »propdsi'ng an extensive study of grammar,
_ .pﬁn‘ét_;iatioﬁ'," and’:vbcab_ulary; the alloﬁed course timé, again, would prohibit any in-dei)th
exploratio‘nvbinto'theséaréas. - |
The ‘eXistih,g :course outline Qn]y aa’dres_ses business indirectly arid place‘s
: éniphases on géﬁefa‘l Engl,ish'princip]es'anddoes not address the skills necessary to
'suc‘:jceed in business today. Further, Aépe’ndix C shows that the existing course oﬁtline
was approv’ed in Februéry of 1990. It is time to not only _updafe the curriculum for tin's
courée but to also reevaluate the purpose of thebourse. Thé question néeds to be asked:
| Does the Business Education Téphhologies depértment need a éourse in basic English or
a course in general business comrhunications?
Title 5 Regulations
Title 5 regulatigns provide four catégories for community college courses:
Aésociate of 'Arts/Sciér‘lce Degree applicable, Associate of Arts/Science Degree non-

applicable, non-credit, and community service. The proposed course was Associate of

13



oy .i' Arts/Scrence Degree applrcable and was also requrred ina cemfrcate program through ST

‘the dePartment of Busmess Educatron Technologres 7} SR

L Prerequlsrtes and Coreqursrtes

Vrctor Valley Board Pohcy 5109(a) rmplements Sectrons 55200 55202 of Trtle 5 o ’f{j_ R

B "_‘_of the Calrfomra Admrmstratlve Code These regulatrons are 1ntended to safeguard

- student access to desr gnated classes m an effort to promote student success

In establrshmg reqursrtes for thrs course 1t was determmed that there were two R

o : -areas one of knowledge and one of skrll that would be most useful to students In the T

- i ": i;area of knowledge students enrolled m thrs course would fmd ita valuable asset to have

o -"::},.acceptable language skrlls as determmed by assessment testlng or a lower level Englrsh I N

_ g‘:course Srnce thrs course 1s dependent upon language skrlls students would rernforce

o ‘.therr know]edge by applymg those slulls to more complex course work Therefore a pre-_? -

. Enghsh course was recommended

o reports usrng proper formats computer skrlls are necessary to successfully complete thrs 'j SR

R ‘,was recommended

e f’:reqursrte of elrgrbrlrty determmed b) assessment testrng, or satrsfymg a lower drvrsron R pEPI

ln the area of slulls most busrnesses requlre the abrltty to keyboard or use a word R

o ".:_’processmg program If students are to be 1nstructed in the wrrtmg of busmess letters and D

o course Therefore a coreqursrte requmng erther keyboardmg or word processrng skrlls “.‘L RN

In comphance wrth Trtle 5 55002a (9) these reqursrtes wrll be phased inov er a S
:‘three-year perrod Durmg thrs 1nter1m perrod students wrll be made aware that the .. P

' o reqursrtes are only a recommendatron :




‘_f",_j"‘ﬁCOu.rse Content f |

Course content has been taken from ex1st1ng courses in busmess Engllsh and

N busmess commumcatlons 1n an effort to comblne both ina way that w111 be more useful o

’ to the busmess student in the work place Further pubhc demand the transmon to a -

. ..‘serv1ce and mformatlon economy, technologlcal advances, and major changes in the ]ob -

": o market requxre a move to more comprehenswe busmess educatlon Therefore thls

o “ course 1s a ﬂrst step m combmmg ba51c skllls and commumcatlons as they apply to : :
i busmess | . : | ‘ =

In comphance w1th Trtle 5 55002 Item B course content mcludes crmca]

= ~ '}l_thmklng skllls college level vocabu]ary and study skrlls use of co]lege leve] readmg o

S 'materrals ablhty to work mdependent]y; and ehgrblhty for degree level courses in E
C :Enghsh It also mcludes mulnple measures of student perforrnance when as51gnxng :

; gfades s‘pe01ﬁed hours of homework and entrance ’skllls as a prerequ151te |
_;'»Curnculum Desxgn | | = |

The cumcu]um con51sts of a‘revrew of basrc Enghsh pnnc1p1es as they applv to <
‘busmess correspondence vreports and both verbal and wrltten mstructmns and messages.ﬁ =

Proofreadmg and ed1t1ng were emphasrzed asa way for students to cntrcal]v analyze and )

L logncally construct correspondence and reports reachmg factual conclusrons from what b

: they read and hear ThlS approach 18 desrgned to remforce Enghsh grammar slulls whrle’._“ o

' ;tglvmg students an overall plcture of how to apply those skllls m the workp]ace

. Umversnty Transfer of Credlt

| C‘ourses, recomm‘ended:as baccalaureate level must be accepted by a California



N State Unryersny for.electwecredltas establtshed by lExecutlve Order 167 | Courses rrlay i
‘::.traT‘Sfef as prepar atron for} a specrﬁc major general educatlon/breadth or as an electrve L
BN ?‘ Smce the proposed course (Busmess Commumcatlons 1) is clearly occupatronal | 1t o
h fulﬁlls general educatron/breadth requ1rements to the Callfomra State Umversrty system

| “,under the authonty of Executlve Order 342 Th1s order provrdes the structure for .
'b i 'facultres at communrty colleges to determme the apphcabrlrty of thelr courses to general s

| - educatlon/breath requlrements

DR Budget R
' In consrdenng budget factors the room berng used isa part of the Busrness
RO 'l"’Technologles lab is equlpped wrth computers and prmters and is used penodrcallv

s | " throughout the week for busmess classes The lab is open to students takrng self-paced

- . "”.‘;fclasses approxrmately 80% of the t1m ,:.lab techmc1an servrces the entlre lab

It would be dlfﬁcult to approxrmate the cost for classes held in the lab as supphes . o

i and the use of the equrpment vanes from course tocourse The only monetarv expense ’, -

T ;that is constant and can be eas'ly dlstmgurshed from other expenses is adjunct facult\ g B o

salanes Adjunct faculty at Vlctor Valley College presently eam $77 an hour Thls

o -il.;_eCIuates mto approxrmately $1 300--per course per a semester after takmg mto
” ,consrderatlon hohdays and faculty ﬂex days ' el I
'v..lv-d*Summ‘ary.v.: g e
- | ' Research was conducted to determme 1f off ice technologres depaltmlenté m area
L co]leges had a srmllar cumculum des1gn | However no. other colleges in thrs area were

" vdfound to mclude the proposed course content m ofﬁce techno]ogres curnculum Further S




the ekisting coursé at V‘ictor Valley Colleg‘e was discussed and reinforced the position for
" . new "ct;m'cuium thét‘wc.)'uld better serve fhe ‘st‘_ﬁdent and thé pommunity,v Title 5
guidelines and‘r,e‘gﬁlations provi‘dec'l the methodo]c)gy’in designing curriculum for this
project. ‘An Associate of Arts/Science Degree applicability was determined as was a
ﬁrerequisitc and corequisite. Public demand, technological advances, and major changes
in thé Jjob market were used as i‘ndicators for course confent. ‘Curricul‘um waé then

~ designed in'compliance with Titleb5 regﬁ]ations. Budget factors were discussed;
~however, only salaries were taken into consideration. Classes are held in a lab area

where it would be hard to determine the exact cost for each course.
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" CHAPTER 4
‘ Conclu-sions _and Recommendations
| Conclusion I. | o
| The purpose of this prOJect was to write a new curriculum for BET 43 Busmess "
ij "English currently offered at Victor Valley College Progressrve Vocationally oriented
instructors are always loolung for new ways to 1mprove their mstruction and to keep
‘ courses updated so that students have the skills that employers requrre This prOJect
identiﬁes the skills necessary to succeed n the _]Ob market and proposes an effective
'curriculum to help students attain these skills.

- Also concluded was.th‘a,t business English‘. courses, generally, are not providing
 the necessary skills needed for employment. Toi teach a course that emphasizes grammar
fundamentals takes most of the allotted vc'ourse"time, limiting the time that can b_e.spent
- onthe princi_ples of business. Writing_lette’rs and memos clearly and concisely is
: important, but_also, important is the ability to write instruc_tions and take messages,
| analyze your OWn and others writing, be orally proﬁcient, listen effectively; be aware of -
cultural ,differences,' be aware of the ‘glob_al marketplac:e; andbe ialert to new |
'technologies'.‘ These areas all have to do with grammar skills, but grammar skills c’an he
' appliedto learning objectiyes and reviewed as new_ skills are 'introduced to'the s.tudent.'
Recommendations |

| Based on the ﬁndings of this project the .following recommendations are madeii

' 1~.‘ The Busmess Education Technology department at Vrctor Valley College

should mclude courses in busmess commumcations
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2 - ",BET 43 Busmess Enghsh should have a name change to BET 43 Busmess
L Commumcatrons 1. o | |
- 3 . ‘BET‘ 43 Bu's’i-nes‘s Comrnunications 1 shouid be vfoliowve"dk b‘y.éi"morc : :
1ntensrve busmess commumcatrons course.
4. The cumculum for BET 45 Busrness Commumcatlons should be rewntten 5
‘ and the course renamed BET 45 Busmess Cornmumcatlons 2.
| 5 - : :Both BET 43 Busmess Commumcatrons 1 and BET 45 Busmess |
- Commumcanons 2 shou]d be requrred for Admlmstratwe A551stant
- cemﬁcatron." | ‘ |
6. | A prerequ151te of ellglblhty as determmed by Victor Val]ey College :
: | assessment testmg to ensure student success in the course
7. A corequrslte of BET 1 Begmnmg Keyboardmg/Typmg or BET 2A
‘ “‘_vBegmmng Word Processmg/Typmg to ensure student s success in wrmng o 5
: busrness correspondence and reports.
Summary | o
In twitin'g a new curriculum for BET‘43 Business English, skills required‘ by
Qemployers are kepti at the forefront of course content. Theses‘_skills‘Were ‘identi’fred and
were considered a necessity if students were to‘succe‘ed in the marketp]aceb Curn'culurn |
was, therefore de51gned usmg course content requlrements n comphanc‘e wrth Tltle 5
‘. regulatrons Recommendatlons were mcorporated into the cumculum resultmg rn a}n’

o updated and more relevant course in busmess commumcatrons ,
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- COURSE OUTLINE
COURSE DESCRIPTION

A technical course for business education technology majors designed to create
proficiency in written and oral business communications. Includes a
comprehensive review of the basic elements of written communications as it
relates to the fundamentals of grammar and punctuation. Special emphasis will
‘be placed on writing, critically reading, analyzing, and editing correspondence '
- reports, messages, and instructions. The ability to use a word processing program
~ will be a prerequisite. Other course topics will include oral communication,
effective listening, ethnics in business, the global economy and cultural
differences, and electronic technology.

COURSE OBJECTIVES
The srudent will be able to:

1. Develop clarity in written communications using basic writing
fundamentals: correctness of expression and content, clarity,
“completeness, conciseness, consistency, concreteness, and courtesy.

2. Critica]ly analyze and revise written documents using proofreading and
editing principles : as they apply to the fundamentals of grammar and
’ punctuatron o v

3 Demonstrate effective oral presentation skills by analyzing the audience,
"organizing the presentation logically, concentrating on the goal of positive
effect, using effectrve dehvery techmques and preparmg a strong
5conclu51on SR o

4 Develop effectwe lrstemng skllls by recogmzmg and interpreting body
language, av01d1ng mental distractions, concentrating on the message, and

remembering important information.

5 Analyze the role and function of business communications through use of
effective oral and listening skills.

6. Comprehend the under]ymg pnncrples ofa global economy by reading
- related matenal

7. Comprehend cu]tura] differences through shared experiences and by
reading related materlal
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8. Apply ethical solu_ti‘ons to on-the-job problcms.

9 ~ Investigate and update SkIHS in new technologres

METHODS QF lNSTR!JCTION

Lecture - Presentations

Small Group Collaborative Workshops
- Class Discussion '
- Computer Lab Observation

Speakers From Community Businesses

METHODS OF EVALUATION

Grades based on demonstrated proficiency in subject matter.
-Writing assignments

‘Proofreading/Editing Assrgnmems

Quizzes on assigned reading

Oral presentation critique

Listening skills critique

Class participation

Semester Portfolio

Exams

TEXTS

Guffey, Mary Ellen (1996). Mary Ellen Guffey’s Business English. Cmcmnatlz
South Westem College Publishing. ‘

Halpem, Barbara B. (1994). At vour Fingertips. New York: The Dryden Press.

Webster’s New World Dictionary (1994) (3rd Pocket Ed). New York: The
Dryden Press

Other requirements: 3 1/2" HD DS disk; blue, thin-line pen or pencil.
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 COURSE CONTENT
- Lecture and/of COrnputer lab follow the approximate schednle below:
~ TOPIC [ . CLASSHOURS

A Pretest vocabulary and readmg , S
B Readmg and its affect on vocabulary and general knowledge B
- C. Review of the Fundamentals of Grammar
1. Nouns and Pronouns =
2. Verbs oy
4. Adjectives -
5. Adverbs : :
6. Conjuncnons and Preposmons
D. Rev1ew of the F undamentals of Punctuation » ' -3
~Commas ’
2. Colons and Semi-colons
3. Apostrophes
4. Other Punctuation |
E. Introducnon to Proofreading and Editing =~ : 2
1. Principles of Proofreading '
2. Principles of Editing _ ’ .
F.  Using Words Effectively : - - 2
' 1. Reacting to Words - Creating a Positive Atmosphere‘ -
2. Adopting a Conversational Tone
3. Terms to Avoid =~
4, Ehmmatmg Unnecessary Words
6. Avoiding Biased Terms
-G. Writing Effective Sentences = -
1. Varying Sentence Patterns
‘2. Emphasizing Key Words ,
3. Coordinating and subordinating Ideas -
4. Active and Passive Voice B
H. Joining Sentences into Paragraphs ‘ » 1
. 1. Paragraph Guidelines S
- 2. Paragraph Length
3. Transitional Words and Expressnons

9

I Letter Parts and Styles o P o 1
1. Letter Parts : '
, 2. Letter Styles L —
~J.- Editing Letters and Memoranda - I A 10

1. Checking for grammatical errors
2. Checking Punctuation

O]
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'3 ~Controlling Sentence Length : :
- 4. Balancing Sentence Parts, prepositions, compansons and c]auses
5. Avoiding Common Errors

R 6. Checking format

. Report Formats
1. Using Style Manuals

2. General Business Report Formats :
Researching, Citing and Referencing Documents 1.5
1. Conducting Research '
2. Citing Within Text
3. Endnotes, Bibliographies, and Footnotes ‘
. Writing and Editing Reports ' ) 9
1. Choosing a Topic ’ '
2. Creating and Using an Outline
3. Creating a Cover Page
- 4. Checking report format and Endnotes

. Guidelines to Oral Presentation . 6
. Choosing a Topic
. Creating and Using an Outlme
. Planning an Introduction and a Conclusion
. Combating the fears of Public Speal\me
5 “Using Body Language -
- The Power of Effective Listening

1. Interpreting Body Language ‘

2. Hearing the Speaker Out
3. Providing Feedback
Ethical Issues in Business ' : 1
1. What is considered Ethical and Unethlcal in‘Business
2. Sharing Ethical Experiences
. Role of the Economy in business:

1. The Global Economy
2. Cultural Differences
3. The United States Economy

New Technologies 1
1. Voice Mail, E-Mail and the Fax Machine
2. Business and Banking Technologies
3. The Internet

'-b-ul\)»—-

(9]

(S

Total Hours ﬁ
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o Grading 'S'ca_le"f

»EVALUAT‘I‘ON

_Wrmng A551gnment1 S . 15points

. Writing Assignment 2 . 25points
- _Proofreadmg/Edmng A551gnments_ 40 points

(5 a551gnmentsx 8) ST T
Chapter Quizzes S - 42 points

LR (210haptersx2) T

S ‘Oral Presentatnon S _f. “. . 20 points .
 Listening Critique ~ ~  © 3 points

- Class Participation =~~~ 10 points

~ Portfolio . 15 points

- Midterm Exam 50 points

 FinalExam - _50 points

R R Total Points =~ 270 points

270-243=A
242215=B

214-187=C

186-159=D
158 =F
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vre*ron VALLEY COLLEGE | I |
COURSESYLLABUS A irALle',

Course No 4130 Course Tltle BET 43 BUS COMMUNICATIONS Units _3

Class hours I'OODm-3‘500m Days MONDAY Room No. BU8

Instructor Arlene Iftlger Phone No 245-4271 Voice Mail Ext. 8559 |

Office Hours Instructor will meet with students by appointment.

Fall Calendar - - Withdrawal Policy

Instruction Begins ............ Aug 12 The last day to withdraw from
LaborDay .........c0000ees... Sep02  semester length classes without
Faculty Flex Day ....... ionine’s Sep 03 academic penalty is the week of
1st 9-week Classes End ...... v, Oct 11 November 15. '

2nd 9-week Classes Begin ....... Oct14 Deadline to apply for December
Veterans Day ............ w.o.. Novl1l " Graduation is October 4.
Thanksgiving Holiday ....... Nov 28-29 - ‘

Final Exam Week ............ Dec9-13

Fall Semester Ends .......... ... Dec13

Commencement ............... Dec12

Prerequisite: EIigibility determi'ned‘by VVC asse_ssment test or English 60. BET ] _
Beginning Keyboarding/Typing or BET 2A Beginning Word Processing/T yping required.

Guffey, Mary Ellen (1996). Ma[y Ellen Guffey’s Business Enghsh Cincinnati:
South Westem College Pubhshmg o

Halpern Barbara B. (1994). At your Fmgemp New York: The Dry den Press.

Webster s New Wor]d chtlonag (1994) (3rd Pocket Ed) New York: The ,
Dryden Press. i

Other requlrements 3 2" HD DS disk; blue, thin-line pen or penc1l
~ Course Descnptlon Techmca] course for Business Education Technologies majors that

is designed to create proficiency in written business communications. Includes a ,
comprehensive review of the basic elements for written communication with emphasis
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~on basic practices dfbusiness; iﬁcluding*pr'oofreading, editing, word processing
documents, oral communication,’listening’ skills, ethics, and n_ewt,echnqlogies;
Att,endance‘Policvy : Students are expécted to attend all class meetings and may be :
dismissed from class according to policies set down in the Victor Valley College Student
- Handbook. : - : o ‘ o .

- Gradin»g‘ Policy Points are set for assigmhe'nts as discussed in the course 'Qutline. L

 COURSE OBJECTIVES.

1. Develop clarity in written c’ommunicaﬁons»using basic writing fundamentals:

correctness of expression and content, clarity, completeness, conciseness,
~ consistency, concreteness, and courtesy. : o '

2 Critically analyze and revise written documents using proofreading and éditing*

o principles as they apply to the fundamentals of grammar and punctuation. -

3. ‘\D'é_moriStrate effective oral presentation skills by analyzing the audience, - o

' ~organizing the presentation logically, concentrating on the goal of positive effect,
using effective delivery techniques, and preparing a strong conclusion.

4. Develop effective listening skills by recognizing and interpreting body language,
- avoiding mental distractions, concentrating on the message, and remembering
important information. - LRI E

5 An‘é]yzev‘ the role and function of buSinesS communiéati_dns thrdugh use of ,‘ S
- effective oral and Iifst'ening;'ski'lls.'j,' Y I SRR o el
6. _Corhpfehend the underlying prihciplbes of a global économy by 'r'e’adiﬁg rélété_d_
: material. - . S R A
7. Comprehend cubl.tura]‘différencc'sj throijgh shﬁr_ed experjencés and by rééding - _‘ o
;re__lated»material. ‘ P o v e

8 Apply ethical solutions to on-the-job problems.

28



~ COURSE 0t TLINE

L o Students wrll complete a vocabulary and a readmg pretest to dec1de the
o competency level of the c]ass - v

| f 2. A quiz will be given for each homework assngnment Pomts w11] be determmed by
= ;attendance There wrll be no make-up quizzes. = o

. 3 *There wﬂl be (2) wntten assrgnments one (l) oral presentatlon ‘and proofreadmg
. vand editing assrgnments as assrgned by the instructor. Emphasrs will be placed
-~ onproofreading as it pertalns to lectures and the textbook. :
4 Students will keep a portfoho of thelr work, whrch they wﬂ] grade at the end of :
RN the semester. | O N . 5

5 There wr]] be a mldterm and ﬁna] exam. Students who do not take the mldterm o
o or final exams will receive an automatic grade of “F.” -
6. Two points will be deducted from work that is turned i in one meetmg late four _
~ points from work turned in two meetings late, etc. =
~..7. If students fall so far behind in their work that the mstructor feels they cannot
. successfully complete the course, they will be dropped from the class. s
8. Students w111 be responsrble for keepmg track of all graded materrals (Handout)’ '

‘Writing Assignment 1~ e ASpoints o Gradmg Scale
Writing Assignment2 ~~ .. . 25points ‘
- Proofreadmg/Edltmg A551gnments . 40points - 270- 243 =A
e s a551gnmentsx8) L 242215 -,13‘

‘ ChapterQulzzes o o 42 points . 214-187 =C N
SN (14 chaptersx3) . 186159 =D

~ Oral Presentatlon  20points . 158- 0= F

~ ListeningCritique =~~~ 3 points

Class Participation .. 10 points
~ Portfolio = T 15 points .~ .
~ Midterm Exam S 50 points
- Final Exam . 50 points

~ TowlPoints  270points




E SEMESTER SCHEDULE

Paragraphs o
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" Date | Classroom Actn"it‘y'f' o Hdmework Assignments
08/ 12 .. Review Syllabus. Co_rnplete Pretests. ~ Unit '_2'-_'Read Chapters 4 and 5.
V‘Lecture: 'Reading Effectively. :  Complete Reinforcement Exercises.
| - 08/19  Review and qmz on Chapters 4and5. . Unit2 - Read Chapters 6 and 7.
- Introductron to Proofreadmg and ' Completc Reinforcement Exercises. |
| ‘Edltrng ST - Edit letter Level I1I, D on Page 63.
0826 Review and Quiz on Chapters 6and7. Unit 3 - Read Chapter 8.
Lecture Edrtmg Wntmg Lab - Complete Reinforcement Exercises.
109/02 Hohday Labor Day Unit 3 - Read Chapters 9. s
o Complete Reinforcement Exercises.
Ed-it letter Level I, E on page 95.
.. 09/09  Review and Qurz on Chapters 8, and 9 Unit 4 - Read Chapters 10 and 11
o ~ Writing Lab. - . _ Complete Reinforcement Exer01ses
- Discuss Assignment 1. DUE Rough Draft. Assrgnment _1.' ‘
09716 Review and Quiz on Chapters 10 - T Unit 4- Read Chapters 12 and 13
- and1l. DUE: Rough Draft for : Complete Reinforcement Exercises.
. Assign. 1. WritingLab. .~ "Edlt letter Level III Con page 154 '
' Lecture Usmg Words Effectrvely '
09/23 Revrew and Qulz on Chapters 12 - -V‘Umt 5- Read Chapter 14 and 15 ‘
’ and 13. Wntmg Lab. - : Complete Reinforcement Exercrses
Lecture Usrng Words Effectrvely 'Edit letter Level I1I, Conpage 185 = -
o " DUE: Assrgnmentl Include rough -
vdraﬁ wrth a551gnment o
| 09/30 ' Rev1ew and Quiz on Chapter 14 and ~Unit 5 - Read Chapter 16. o
. .15, Midterm Exam ~ Complete Reinforcement Exercrses
- Lecture: Wntmg Effectrve Scntences Edit letter Level 11, C on page 210.
‘WntmgLab o S e PO SR
10/07 Revrew and Qurz on Chapter 16. “Unit 5 - Read Chapter 17. -
' - Writing Lab. ' - Complete Reinforcement Exercises.
~ Lecture: Joining Sentences into  Choose Topic for Assignment 2. R
- Editletter Level 111, D on page 128.



Date

Classroom Activity '

Homework Assignments

Review and Quiz on Chapter 17.

12/09

31

10/14 Unit 6 - Read Chapter 21.

Discuss Topics for Assignment 2. Complete Reinforcement Exercises.
Lecture: Researching a Topic: Edit report Level ITI, C on page 307.
Citing and Referencing Reports. Research Topic for Assignment 2.

10/21  Review and Quiz on Chapter 21. Unit 1 - Read Chapter 3.

Writing Lab. Lecture: Joining Complete Reinforcement Exercises.
Sentences into Paragraphs DUE: Rough Draft - Assignment 2.

10/28  Review and Quiz on Chapter 3. Unit 5 - Read Chapter 18.

DUE: Rough Draft -Assign. 2 Complete Reinforcement Exercises.
Lecture: Intercultural Communication.  Edit letter Level II, D on page 259.

11/4 Review and Quiz on Chapter 18. Unit 6 - Read Chapter 19.
Discussion on Rough Drafts. Complete Reinforcement Exercises.
Discussion on Business Technology Edit letter Level III, D on page 279.
Writing Lab.

11/11  Holiday - Veteran’s Day DUE: 2nd Rough Draft for

Assignment 2. Include 1st Rough
Draft with your edit.
- 11/18  Review and Quiz on Chapter 19. Unit 6 - Read Chapter 20.
DUE: 2nd Rough Draft - Assign. 2. Complete Reinforcement Exercises.
‘Discuss Guidelines for Oral - DUE: Presentation f
Presentation
Lecture: Effective Listening,

11/25  Review and Quiz on Chapter 20. Share an example of ethical or
Begin Presentations unethical behavior with the class next
Discussion on Ethics in Business. meeting,

DUE: Assignment 2.

12/02  Presentations DUE: Portfolios
Discussion on Ethics in Business
Discussion on Portfolios.

Discuss Final Exam
- FINAL EXAM -12:00



WRITTEN ASSIGNMENTS: All Written Assignments must be typed and double
- spaced unless otherwise mstructed A351gnments may be typed in the BET laborin the o
Humamtres bulldlng (room 14) : : o

. ASSIGNMENTS

1x ‘Wnte mstructions on how to complete a task. The task should relate to your
. work. The instructions should be written in such a way that, if you were not on
. the JOb someone else would be able to take over for you

' ‘When wntmg 1nstruct10ns make them as short and concrse as possrble Do not' :
vuse a paragraph format make mstructxons look hke a check hst _ :

2% "To be dlscussed in class--an oprmon paper on the commg electlon and how it
- “will affect the. economy. This will be a written six to eight page a551gnment
- See At Your Fi mgernps for report format and guldelmes -
: Chose a toplc and type an out]me (handout)
- ThlS paper will require research magazmes newspapers telev1sron etc. .
Information must be cited within the paper appropriately. At least 4 sources
umust be c1ted at the end of the paper as Endnotes (See A ! Your F zngertzps )

. Turn ina copy of the paper edlted and a revrsed copy

3.  Orl presentatron Each student w1]1 be given the opportumt\ 10 present to the -
C class wrrtten assrgnment 2 Use your outhne to present your toplc ‘

Your presentatron should be no more than 5 mmutes in ]ength

REMEMBER THAT EVERYONE IS ENTITLED TO HIS OR HER opmow o

~ when turning in your assignments, to include an edrted copy along wrth a ;
: rev15ed copy Please staple the rev1sed copy on top e

S Note ertten assrgnments 1 and 2 wrll be edlted and rev1sed extenswe]y Be sure .



GKADE SHCET

QUIZZES POINTS 270 - 243 = A
1 ’ ' " 242 -215 B
2 214 - 187 C
3 186 -159 = D
4 PROOFREADING 158 - F
5 1

6 2

7 3

8 4

9 5

10 6 ASSIGNMENTS

11 7 1

12 8 2 EXAMS

13 9 Presentation MIDTERM TOTAL POINTS

14 . 10 Portfolio Final '

Totals
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VICTOR VALLEY COLLEGE

CQu:oc !ztlo and Iu-bo: Ena;nggs Eng};gh - BOT 43

ncpnunnt w tffoctivo Date: _Eall_lﬁL
;!ypoc of Ch.ngt !ropoood

Course ‘Number __ -g ' Lab/Lecture Hours ‘
-Course Title ' Catalogue Description
- Units Deleéte Course - '
. Prerequisite . . Add New Course

R . . Other

,‘vl‘-l,'lfl

H | "4'3|:, "-,‘

vPlaee an "X" n.xt to all that apply

Non Deg:ee Appllcaole Asch1ate Decree Appllcatle_&_ :
Bac alaureate Degree Appllcab’ _

: Raaaon fo: onpoood Chanqe v StJdeqts taklna Buelnese.ﬂ“,

: Engl;gb_}hgugg_xgcelve aenera; educaLloﬁ cradJctlon c*e01-,

249&

279

s

Di"i‘iéh Doan, el (L ©/ 'bate

Vioce Prejidnnt of Instruction = . Date
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BusinessEnglish43 . '} ""Daté‘i.1/2]/8;9‘:

)

- COURSE TITLE AND NUMBER -
e e ', COURSEPROPOSAL .
____ NON-DEGREE APPLICABLE
_X_ ASSOCIATE DEGREE' APPLICABLE
BACCALAUREATE DEGREE ‘
APPLICABLE
. COURSE OUTL]NE
1. Extensrve study of grammar and punctuatron (31 unrts) mcludmg three parts

_Review of Language Structure, English for business Communication; and Style‘in’
- Business Wntmg Each unit contams two worksheets wrth a comprehensrve test
over each part : :

A vocabularv list w11] be drstnbuted at the beginning of classes from whrch the
students will select 20 words per week to define and locate written material in -

which the words: appear. There w111 be a weekly vocabulary/spellmg qulz.

' Writing Assrgnments Ona dally basis, in class the students will rewrite unc]ear |

sentences or paragraphs (provided by the instructor), write one paragraph to one

~ page on a given subject (provided by the mstructor) or begm wntmg for “other
, wntmg assr gnments ‘ .

There will be nine “other” writing assignments beginning with outlines and

‘summaries of articles in business-related periodicals and journals and progressing
~ to a two to five-page paper, employing techniques used in the expository style of
- writing. This project will include rough drafts, peer evaluation, and revisions,
~and will be based on research of a given topic or subject. Finally, a five to ten

page report will be requ1red based on reading of a business-related, non-fiction
novel (e.g., blographres on “captains of industry”, or business theory publications)
or five business-related articles from current issues of periodicals or journals.
Students may elect, in addition to written report, to present oral reports fro thlS
final project. : : :

Special emphasis will be on the ablhty to organize thoughts and mformatlon to produce
: clear and concise written commumcatron
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