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"This syllabus is intended to give the student guidance in what may be covered during the 
quarter and will be followed as closely as possible. However, the professor reserves the right 
to modify, supplement and make changes as the course needs arise.  The student will be 
notified if changes are made.” 

 

Instructor Name/Title: Sherry B.  Sparrowk, Professor; Becky McClurken, I-BEST Instructor 

Text: Essentials of Business Communication, 8e, by Mary Ellen Guffey, 
published by South-Western Cengage Learning, ISBN:  978-0-324-
58800-2 

Office Number/Office Hours:   

Sherry Sparrowk 

Becky McClurken 

 

Room M210, Tues & Th, 2:30 to 3:30 p.m., Online M-W-F 

Room M130, Tues & Th, 1:00 to 2:00 p.m., Online M-W-F 

Phone Number: 360.417.6375 

Class Days/Hours T-Th, 11 a.m.  to 12:30 p.m. 

Email Addresses: sherrys@pcadmin.ctc.edu; beckymc@pcadmin.ctc.edu 

Software/Supplies Microsoft Office 2007 Suite, Flash Drive 

Holiday: Memorial Day, May 25 

Advising Day May 20 (no main campus day classes) 

WHY DEVELOP COMMUNICATION SKILLS? 

Developing excellent communication skills is extremely important to your career success, whether you 

are already working or are about to enter today's workplace.   Surveys of employers show that 

communication skills are critical to effective job placement, career advancement, and organizational 

success.   

Employers often rank communication skills among the most-requested competencies.  Communication 

skills include writing, reading, listening, nonverbal, and speaking skills.   Writing skills are more 

important than ever because technology enables us to transmit messages more rapidly, more often, and 

to greater numbers of people than ever before.   

Flatter organizations demand that every employee be a skilled communicator.  Communicating with 

peers, managers, clients, and customers who differ in race, ethnicity, gender, age, and lifestyle is 

commonplace and requires special skills.   

The most successful players in the new world of work will be those with highly developed 

communication skills.  The lectures, discussions, assignments, and exercises in this course are designed 

to improve your practical business communication skills. 

COURSE DESCRIPTION 

Learn how to communication in today’s workplace by planning, analyzing, researching, presenting, and 

writing various types of electronic and technical documents.   Learn communication problem solving, 

appropriate communication formats, and various methods of presenting content with technology.   

Microsoft Word 2007 is used for creating and editing writing assignments.   Prerequisites:  AOS 105 

(Word Processing I).  Taught in a team format; a basic skills instructor will provide instruction, assessment, 

and student support for completion of assignments. 
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I-BEST 

Students new to the AOS program this quarter will take the CASAS pre-test during the 2nd or 3rd week of 

the quarter.  All I-BEST students will take the CASAS post-tests at the end of the quarter. Scheduling 

information will be sent via email. 

COURSE OBJECTIVES 

This course is designed to develop the following professional skills:  

1. Written Communication.  You will develop or improve your ability to use clear, concise, and 

grammatically correct language as you employ appropriate formats in writing e-mail messages, 

memos, business letters, reports, citations, presentation outlines, cover letters, and résumés. 

2. Oral Presentation.  You will develop or improve your ability to select, organize, and deliver 

information in businesslike and professional presentations.  You will study effective verbal and 

nonverbal techniques and practice delivery in a nonthreatening, supportive environment.  You 

will develop skill in using visual aids, handouts, and multimedia presentation materials. 

3. Interpersonal/Team.  You will develop or improve your ability to listen; to contribute to team 

performance; to plan and participate in productive meetings; to use collaborative technologies; 

to understand and employ nonverbal skills to advance your career; to work in diverse 

environments, and to gain a competitive edge with professionalism and business etiquette skills. 

CLASSROOM ETIQUETTE—INSTRUCTOR EXPECTATIONS 

1. Please arrive at class on time or before the starting time.  Please attend all classes unless there 

is good reason to miss.  If you must miss class, please inform your instructor ahead of time—by 

telephone or e-mail or in person.   

2. Please come to class in the best frame of mind you can muster so that you are ready to learn.  

Please complete readings on time.  Please bring all necessary course materials such as paper, 

pencil, required books, handouts, and notes.  Please turn off cell phones and use laptop 

computers only with permission. 

3. Please try to be pleasant and positive in your classroom behavior.  Address legitimate grievances 

appropriately, preferably outside of normal class time.  If you have a problem with the 

instructor, please try to solve the problem with her in a private conversation. 

4. When responding to classroom questions, please do not interrupt a fellow student or the 

instructor.  Take your turn.  Loud outbursts are out of place.  Certainly no one expects you to 

raise your hand each time you want to speak, but we must avoid chaotic classroom situations.  

When you respond to another student’s comment or your instructor, please try to acknowledge 

the other’s position.  And when responding, please try your best to call other discussants by 

name. 
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COURSE ASSESSMENT 

 Percent 

Assignments (written, oral, interpersonal/team) 60% 

Quizzes 20% 

Punctuality /Communication/Attendance 20% 

Total Percentage Possible 100% 

Assignments 
o A rubric is provided for some assignments; interactive and question/answer 

assignments are graded according to the complexity of the assignment. 

o Grading for assignments will include assessment of the format, grammar, content, 
effectiveness, and clarity of each document or presentation. 

o Printed copies of assignments will be graded. 
o One (1) late assignment may be submitted one class day after the due date.   All other 

assignments must be submitted in class on the due date. 

o Partially completed assignments are accepted.  

Quizzes 
o Lowest score will be dropped or one quiz may be skipped with no penalty.  

o Textbooks may be used while taking quizzes.  

Punctuality 
o Arrive at class on time and ready to begin class. 

 Bring textbook and flash drive. 

o Submit assignments on time. 

Communication 
o On 

 Pen/pencil and paper for note taking. 

 Active listening, group participation. 

o Off (background noise) 

 Computer screen (during lectures/demonstrations). 

 Cell phone (during class). 

 Printing (during lectures/demonstrations). 

Attendance 
o Exemption for one absence. 
o Grade is calculated as follows:  

 Ten (10) points are awarded for each day of attendance.   Early dismissal 
requires instructor permission.   

 Five (5) points will be deducted for each late arrival.   
 Points received for the quarter are divided by the total points possible; the 

resulting percentage is converted to a numeric grade.   
o Please ask a classmate to explain any new instructions if you are absent.   The instructor 

does not duplicate lecture content and/or class discussion content for each student who 
is absent. 
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WHAT ARE DISCUSSION GUIDELINES FOR THIS CLASS? 

Listed below are the ground rules for online discussion using either email or the discussion tool: 

 Use "I" statements when offering your viewpoint.   For example, 

o I believe .  .  . 

o I feel .  .  . 

o It is my perception .  .  . 

 Give specific reasons for your statements. 

 Allow others to present their viewpoints without interruption. 

 Show respect to the instructor and your peers. 

 Recognize that though another person's opinion may not agree with yours, that person has the 

right to professionally express it. 

 Be prepared to hear ideas that may differ from your viewpoint. 

 Based on these guidelines, the instructor reserves the right to facilitate positive online and class 

discussions. 

WHAT IS THE STANDARD FOR WRITING EMAILS IN THIS CLASS?  

The following guidelines are required when writing emails for this class: 

 Write only what you would be willing to say in person.   (Remember that without facial 

expressions and tone of voice, humor or irony may be more difficult to identify and could easily 

be misunderstood.) 

 Create a clear, meaningful topic for the subject line.   

 Begin with reader’s name. 

 Proofread for spelling, grammar and punctuation. 

 Keep message as brief as possible. 

 Write in complete sentences and fully-formed paragraphs. 

 Sign message. 

 Use both lower and upper case letters.  Using all UPPER CASE is like SHOUTING and is more 

difficult to read, as is all lower case.  

COLLEGE POLICIES AND PROCEDURES 

MISSION 

Peninsula College provides educational opportunities in the areas of academic transfer, 

professional/technical, basic skills, and continuing education.  The College also contributes to the 

cultural and economic enrichment of Clallam and Jefferson Counties.    

Peninsula College Board of Trustees 

February 14, 2006 
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GUIDING PRINCIPLES 

The college community is guided by the following principles: 

 The teaching/learning process is at the center of the mission of Peninsula College.    

 Members of the campus community will treat each other with mutual respect and dignity.   

 Members of the campus community will be open and honest in their communications.   

 Members of the campus community shall promote a positive work environment and avoid 

adversarial relationships.   

 Each member of the campus community shall act ethically and with integrity.   

 The campus will engage in collaborative decision-making processes. 

CAMPUS POLICIES AND PROCEDURES 

 Understanding Peninsula College’s Academic Policies and Procedures is the responsibility of all 

students, for such regulations shall be adhered to by all faculty.   You may access the Student 

Handbook by clicking the following link:  http://pc.ctc.edu/life/handbook.asp.   An abbreviated 

version of the selected sections is presented below. 

o The Americans with Disabilities Act of 1990 “is designed to ensure that students with 

disabilities have an equal opportunity to access academic programs and successfully 

complete their studies.”  Peninsula College is committed to providing accessibility to all 

students.   Any student with special needs must complete a self-identification form 

available in the counseling office.   This information will remain strictly confidential. 

o Academic Honesty--The academic honesty policy definitions and discipline can be found 

at the following link:  http://www.pc.ctc.edu/enrolled/regulations/honesty.asp 

o Diversity Resolution--At Peninsula College, a public institution committed to lifelong 

learning, we recognize the changing communities we serve.  Our goal is to seek, involve, 

and value diverse peoples—their contributions, perspectives and potentials—and to 

nurture those threads of common experience and desire that unify differences.   To this 

end we are committed to cultural and personal diversity and to valuing individual 

differences.   With positive effort and attention, we work to integrate diversity at all 

levels.   (Approved by action of the Board of Trustees April 12, 1994). 

http://pc.ctc.edu/life/handbook.asp
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