University of Arkansas, Little Rock

MGMT 7308

Advanced Business Communication
Instructor:

Robert B. Mitchell, professor

rbmitchell@ualr.edu
501.569.8854
RBUS 211
Required Texts: 

O’Rourke, James S. (2013).  Management communication:  A case-analysis approach, 5th ed.  Upper Saddle River, NJ:  Prentice Hall.  ISBN 978-0-13-267140-8
Munter, Mary and Lynn Hamilton (2014).  Guide to managerial communication:  Effective business writing and speaking, 10th ed.  Upper Saddle River, NJ:  Prentice Hall.  ISBN 978-0-13-214771-2
Russell, Lynn, & Munter, Mary (2013).  Guide to Presentations, 4th ed.  .  Upper Saddle River, NJ:  Prentice Hall.  ISBN 978-0-13-305836-9
Required Readings/Cases: 

IVK Corporation—3-part case:

Crisis:  When disaster strikes IT

Damage:  Dealing with the after-effects of a security crisis in IT

Communication:  Rebuilding confidence in IT in the wake of a security crisis
Purchase online from Harvard Business Review Publishing:

Go to this Course link: 

http://cb.hbsp.harvard.edu/cbmp/access/23562693
You need to register on the site to create a user name if you do not already have one. Once you have registered, you can log in to see the course materials. 

Some course materials are in PDF documents, and you can open them with Adobe Reader.

eLearning materials include a link you can use to gain access to them.

Some course materials may be listed as hard copy, and these will be shipped to you. 

You will have access to these materials for 6 months.

After you register, you can get to the course again by doing the following:

1. Visit hbsp.harvard.edu and log in.

2. Click My Courses, and then click this course name: MGMT 7308 Spring 2014
Select the course materials and purchase with credit card.

Course Objectives: 

· To apply the theories of communication to contemporary issues in business, including intercultural differences and small group behavior. 

· To develop effective business writing skills, with emphasis on audience analysis in a business context. 
· To refine speaking skills in a variety of business contexts, including small-group interactions, interviews, and formal presentations.
·  To integrate technology and multimedia applications into the organizational communication systems.  

Course Description

This course is an analysis of communication issues in the global socio-technical environment and an assessment of organizational communication systems. In this course you will refine your written and verbal communication competencies. The topics of this course can be classified into six primary topic areas: 


Topic 1:  Assessment of Organizational and Group Communication Systems


Topic 2:  Refinement of Basic Communication Competencies


Topic 3:  Development of Effective Writing Skills 
                       (RFPs, proposals, technical documentation)


Topic 4:  Refinement of Speaking Competencies 
                      (small-group interactions, interviews, formal presentations, etc.)


Topic 5:  Use of Technology & Multimedia

Topic 6:  Analysis of International and Intercultural Communication Systems

Communication Competency Development

You will be required to refine your communication competencies through the following required projects. Specific instructions will be provided as the course progresses. 

· Individual and team writing assignments to include case briefs, short reports, correspondence and reports.

· Individual and team presentations requiring the use of multimedia. 

Course Policies & Expectations

· Deadlines are final and must be met. You will have plenty of time to meet the deadlines for all assignments, this it is your responsibility to allocate time accordingly. 

· Late work is not accepted. Failure to show up for a scheduled presentation will result in a 0 on that assignment.  

· You are expected to have read and studied the material before each class and to bring the appropriate textbook(s) or handouts to each class session. Class discussion will apply what you have read in your assigned readings. Lecture will supplement this information. 

· Classroom activities will be comprised of limited lecture and extensive involvement in communication exercises, case analysis, and small-group discussions. Therefore, class attendance is mandatory, and it is your responsibility to thoroughly complete your readings before class.  


You are expected to follow proper etiquette with any electronic or telecommunications devices that you carry with you and have in class. All cell phones should be off or on silent mode and may not be used in the classroom. 


You are expected to be in attendance for the duration of each class meeting unless prior arrangements have been made with the instructor.  Attendance is taken at the beginning of class; if you are late you risk not receiving credit for in-class activities.
Course Evaluation

The course grade will be determined as follows: 

Individual Writing Assignments





30% 

Individual Speech/Critique






15%
Group Case Analysis/Individual Written Report (IVK Analysis)


15%

Group Term Project & Presentation
(Business Analytics)


20%

Class Participation/Oral Discussion of Cases/Projects



10%

Final Exam







10%

Your final letter grade will be assigned based upon the following traditional grade categories: 
A: 90%+, B: 80%- 89.49% C: 70%-79.49%, D: 60%-69.49%,  F: below 59.5% (.50% rounded up)


Course Requirements


Individual Writing Assignments: 


Written Case Analysis/ Report/Correspondence:  You will be required to submit individual written assignments throughout the course. Details about the nature of this assignment will be presented in separate documents, with grading rubrics provided

· Individual Speech/Critique: You will develop and present an informative presentation (8-10 minutes).  PowerPoint supplement and full-sentence outline are required.  A self critique must be submitted following the presentation.  An in-class practice session is required to receive credit for this assignment. 

· Individual Written Report (IVK Case):  You will be required to submit a formal case analysis based on group analysis of the case.  The team must use multiple communication media for information sharing, discussions, etc.—face-to-face discussion supplemented by at minimum three additional media, such as email, online chat, a blog, a wiki, twitter.  Each written analysis can be and should be totally different in approach/content.  Documentation of the communications will be presented by each student as an appendix to the written case analysis.


Team Project & Presentation: You will work in groups to develop a PowerPoint report, corporate training video, and presentation for rollout of business analytics project for meeting identified objectives.  A project focus and specific audience must be identified.  An actual or nonidentified organization may be used.  Specifics negotiated in class.

Academic dishonesty
You must adhere to the highest professional and ethical standards. All work submitted will be the result of your own effort only. Cheating may be penalized to the maximum allowed by university policy, which may include a final course grade of “F” and referral to the appropriate university office for disciplinary action. You are to originate and complete all assignments on your own or with your assigned group only. Purchasing papers, hiring someone to write a paper, or having someone else such as a subordinate complete all or part of an assignment (to include research tasks) is considered cheating and will result in an “F” in the course at a minimum. 

Students with Disabilities

Your success in this class is important to me, and it is the policy and practice of the University of Arkansas at Little Rock to create inclusive learning environments consistent with federal and state law. If you have a documented disability (or need to have a disability documented), and need an accommodation, please contact me privately as soon as possible, so that we can discuss with the Disability Resource Center (DRC) how to meet your specific needs and the requirements of the course. The DRC offers resources and coordinates reasonable accommodations for students with disabilities. Reasonable accommodations are established through an interactive process among you, your instructor(s) and the DRC. Thus, if you have a disability, please contact me and/or the DRC, at 501-569-3143 (V/TTY) or 501-683-7629 (VP). For more information, please visit the DRC website at www.ualr.edu/disability.

Nondiscrimination

All students will be treated equally regardless of race, color, age, gender, national origin, disability, or religious affiliation. 

ADVANCED BUSINESS COMMUNCIATON: Tentative Course Schedule, Spring 2014
	Class
	Topic
	Required Readings*
	Notes

	January 14
	Introduction, Team Selection
Business Communication for Business Managers

Case 1-3  Domino’s “Special” Delivery.


	Chapters 1-2
GTMC Chapter 1

	

	January 21
	Individual Speech Topic Selection

Business Analytics:  

     Individual Speech; Team Project

The Strategic Process for Effective Managerial Writing 

Case 9-1 Olive Garden Restaurants
Individual Writing Assignment, direct messages

   (due January 28)


	Chapter 5

GTMC Chapter 2-4
	

	January 28
	Corporate Communications (guest speaker)

The Business Presentation

Informative Presentation Assignment

   Speaking rubric/outline requirement

Visual Support

IVK Case Assignment/Discussion 

     (due February 4)
	Chapter 4
GTMC Chapter 5-7
GTP Chapters 1-4

	Correspondence #1 Due

	February 4
	IVK Case Assignment Discussion

Report Analysis (due April 22)

Case 3-1 Excel Industries (A)

Individual Writing Assignment, indirect messages

    (due February 11)

Presentation Visual Support


	GTP Chapters 5-6
	

	February 11
	Crisis Management (guest speaker)
Organizational Culture Theories

Case  The Soul of Dell


	
	Correspondence #2 Due

	February 18
	Report Writing

Writing:  APA Documentation, Graphics/Media

   (for speaking, report writing)

Report assignment (due March 11)


	
	

	February 25
	Dealing with the Media (guest speaker)
Orientation to Team Project (due May 7)


	Chapter 13
	

	March 4
	Practice Speeches

Team work on IVK case and/or team project


	
	Practice Individual Speeches

	March 11
	Individual Speeches

Team work on IVK case and/or team project
	
	Report Assn Due (Business Analytics)

Individual Speeches

	March 18
	Team Project


	
	Speech Critiques Due

	
	SPRING BREAK


	
	

	April 1
	Communication Ethics

Case 3-3 The Tiger Woods Foundation

Persuasion

Theories of Persuasion

Case 5-2 Carnival Cruise Lines

Individual Writing Assignment, persuasive messages  (due April 8)


	Chapter 3
Chapter 6
	

	April 8
	Generation Issues
Immediacy

Nonverbal Communication

	Chapter 9
	Correspondence #3 Due

	April 15
	Team Presentation
Business Analytics Project

Finalize IVK Report


	
	


	April 22
	Media Richness Theory

Theory of Media Synchronicity

Theory of Uncertainty Avoidance


	
	IVK Report Due



	April 29
	Final Exam

	
	

	May 6
	Team Project Presentation/Submission

	
	Final Project Due


*Assignments may be added/removed during the semester. 
Vision and Mission of the College of Business

Vision

The College of Business serves as a catalyst to advance education and economic development in the state of Arkansas.

Mission

The mission of the College of Business is to prepare students to succeed as business professionals in a global economy and to contribute to the growth and viability of the region we serve.

The mission is supported by:

· An application-oriented, high quality curriculum;

· Applied and pedagogical research;

· A range of outreach services to the external community.

Core Values

· Respect for our diverse students, colleagues and communities

· Integrity in our professional conduct

· Commitment to continuous improvement

· Accountability for our actions and results.

Code of Ethics

To accomplish our mission, all members of the UALR College of Business-students, faculty and staff-shall:

· Perform our work integrity and honesty,

· Treat each other with courtesy,

· Strive continuously to improve our knowledge and skills, and

· Take responsibility for our professional actions and results.

