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Hamilton, C., & Parker, C. (2001). Communicating for results. 6th ed. Belmont, CA: Wadsworth.
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CO 210

Oral Communications for Managers

This document provides an overview of the course foundation elements, assignments, schedules, and activities. For information about general City University of Seattle of Seattle policies, please see the City University of Seattle of Seattle catalog. If you have additional questions about the course, please contact your instructor.
Notification to Students with Disabilities

If you are a student with a disability and you require an accommodation, please contact the Disability Resource Office at 1.800.426.5596 ext. 5228 as soon as possible. 
Scholastic Honesty

Students are responsible for understanding City University of Seattle’s policy on Scholastic Honesty and are required to adhere to its standards in meeting all course requirements. Violations of the policy include, among other practices:

1. Cheating;

2. Plagiarizing;

3. Submitting substantially the same work for two different courses without prior permission from the instructors;

4. Collaborating on assignments without prior permission of the instructor;

5. Submitting papers written wholly or partly by someone else;

6. Helping someone else commit an act of scholastic dishonesty.

Common violations are copying from someone else’s test paper, using unauthorized books or notes during a test, and using previously published material without clear citations to identify the source. Cases of suspected scholastic dishonesty are referred to the university Scholastic Honesty Committee, which can apply a variety of penalties ranging in severity, including assigning a zero grade for the course, suspension, and dismissal from the university. In cases of suspected scholastic dishonesty, a paper may be submitted to an online service that checks the content of the paper against a database of source material. The submitted paper may be added to a permanent archive.

For more complete information, students should read the section on Scholastic Honesty (under the heading of Student Rights and Responsibilities) in the university catalog, available in print or online at http://www.cityu.edu. When in doubt about applications to a particular course or situation, students should ask the instructor for guidance.

Course Description 

This course addresses formal and informal communications as they are applied to managerial responsibilities. It includes development of oral skills in organization leadership, techniques of briefing, and one-to-one communication skills.

Learning Objectives

Upon the successful completion of this course, you will be able to:

1.
Identify the basic principles of human communication;

2.
Analyze communication situations, audiences, occasions, and purposes;

3.
Select appropriate subject matter for public presentation;

4.
Research and prepare a presentation based on audience analysis and an appropriate communication strategy; 

5.
Demonstrate effective oral presentation skills by delivering a formal, planned public speech.

Recommended Supplementary Resources 

As a City University of Seattle student, you have access to library resources regardless of where and how you are taking this class. To access the resources that are necessary to complete your coursework and assignments, visit the library menu in the My.CityU portal.

A good place to begin your research is through the program or course resource sections that provide links to relevant journals, books, and Web sites.  Search the library's online catalog to locate books and videos, and place requests to have items mailed to you (services vary by location).  Search the online databases for journal, magazine, and newspaper articles. Articles that are not available full text in the library's collection can be requested from other libraries and delivered to you electronically. 

For additional help, submit your question via the Ask a Librarian e-mail service available through the portal or call 800.526.4269 (U.S. or Canada) or 425.709.3444.
Print Resources

Baldrige, L. (1993). Letitia Balrige’s new complete guide to executive manners. New York: Scribner.

Bracey, H., et al. (1993). Managing from the heart. New York: Bantam Doubleday Dell.

Brydon, S. R., & Scott, M. D. (1999). Between one and many: The arts and science of public speaking. (3rd ed.). Mountain View, CA: Mayfield.

Electronic Resources 
The following Internet resources may be of use to you in this course. Please be aware that Web addresses may change from time to time. Consult your instructor if you have questions about electronic resources.


City University of Seattle



http://www.cityu.edu

American Communication Association



http://www.americancomm.org


US House of Representatives—Sample Speeches



http://www.house.gov
Overview of Course Activities and Grading 
The grade you receive for the course will be derived using City University of Seattle’s decimal grading system, based on the following:

	Assignments  
	

	
	

	Informative Presentation (Proctor’s Critiques)
	15%

	Informative Presentation (Distance Learning Instructor Review)
	10%

	Persuasive Presentation (Proctor’s Critiques)
	15%

	Persuasive Presentation (Distance Learning Instructor Review)
	10%

	Midterm Examination
	25%

	Final Examination
	25%

	
	

	TOTAL
	100%


Please see the current City University of Seattle catalog or consult your instructor for guidance in determining your decimal grade.

Explanation of Assignments and Grading 

Informative Presentation

Your first speech will be a 7-10 minute presentation that is designed to give the audience information that they do not know, or that they have previously understood incompletely. The information presented in this speech should be new and useful to your audience. Trivial or obvious topics will receive a lower grade than significant ones.  

Audience analysis is particularly important in this presentation, as discussed in your text. If you speak on a topic about which your audience is already knowledgeable, you will have little new information to provide to them. But if you pick a topic about which your listeners have no knowledge, you must carefully adapt your explanation to their existing knowledge. 

You should avoid controversial topics in this speech, since what you may intend to be an informative speech may be perceived as a persuasive one. Nevertheless, there is an element of persuasion involved in any informative speech, as you must convince your audience of the importance of the information you are offering them.

Your speech may involve defining, demonstrating, reporting, and/or explaining. Your instructor will specify the number of outside sources required for this assignment. You will hand in a list of them as an annotated bibliography along with an outline of your presentation. These sources must be cited in your outline as well as cited orally in your presentation. Correct citation forms are required.  

This presentation must be delivered to at least three proctors of your choice, and preferably a larger audience if that is possible. The presentation must be videotaped on a VHS videocassette (United States and Canada) or PAL videocassette (Europe) and submitted to your instructor along with the proctors’ critique sheets. 

Your presentation package that you submit to your instructor at the end of your presentation will include the three (or more) proctors’ critiques, your VHS or PAL videocassette, a copy of the outline, notes, or platform materials you used in presenting the speech, and a photocopy or facsimile of the presentation aids you used in delivering your presentation. One proctor’s critique sheet is included with this DLG; please photocopy this information and provide each proctor a copy of the critique forms.

Your grade will be determined on a combined analysis of the proctors’ scoring, review of your VHS or PAL videocassette, your speaking outline, your audio-visual aids, and possible consultation with the proctor(s).

Grading Criteria for Informative Presentation
	Degree to which selection of topic fulfills assignment
	10%

	Organization and logical development
	25%

	Effectiveness of research and supporting material
	25%

	Effectiveness of delivery and oral presentation
	20%

	Use of visual aids
	10%

	Appropriate use of language
	10%

	
	

	TOTAL
	100%


Persuasive Presentation

This speech should address a controversial topic. You should assume that a significant portion of your audience holds a view different from yours. Your purpose in this presentation is to influence your audience’s beliefs, attitudes, and/or behavior. Order you arguments from weakest to strongest in order to build persuasively. Use evidence and reasoning, not just emotional appeals.

Your presentation should be between 8 and 12 minutes in length. A formal outline must be handed in to your instructor prior to your speaking. Your instructor will specify the number of research sources, which must be included in your presentation. You will list your sources in an annotated bibliography, which will be handed in to your instructor along with your outline as a part of the presentation package. The sources must be cited in your outline as well as cited orally in your presentation. Correct citation forms are required.  

This presentation must be delivered to at least three proctors of your choice, and preferably a larger audience if that is possible. The presentation must be taped on a VHS videocassette (United States and Canada) or PAL videocassette (Europe) and submitted with the proctors’ critique sheets.  

Your presentation package that you submit to your instructor at the end of your presentation will include the three (or more) proctors’ critiques, your VHS or PAL videocassette, a copy of the outline, notes, or platform materials you used in presenting the speech, and a photocopy or facsimile of the presentation aids you used in delivering your presentation. One proctor’s critique sheet is included with this DLG; please photocopy this information and provide each proctor a copy of the critique forms.

Your grade will be determined on a combined analysis of the proctors’ scoring, review of your VHS or PAL videocassette, your speaking outline, your audio-visual aids, and possible consultation with the proctor(s).

Grading Criteria for Persuasive Presentation
	Degree to which selection of topic fulfills assignment
	10%

	Organization and logical development
	25%

	Effectiveness of research and supporting material
	25%

	Effectiveness of delivery and oral presentation
	20%

	Use of visual aids
	10%

	Appropriate use of language
	10%

	
	

	TOTAL
	100%


Examinations  
You should be prepared to answer a variety of types of questions pertinent to the concepts covered in or suggested by the course materials and assignments. Your instructor may provide you with additional information about the content and style of exams in this course. 

Grading Criteria for Essay Questions on Examinations
	Clear grasp of major issues posed by the question
	20%

	Valid arguments; appropriate supportive detail
	20%

	Appropriate analysis, evaluation and synthesis
	20%

	Demonstrated ability to employ terms, concepts and frames of reference from texts lectures and other course materials
	20%

	Proper organization and logical flow of responses
	20%

	
	

	TOTAL
	100%


Recommended Course Schedule 
Use the schedule below as a guide for completing your course activities and assignments.  You may submit assignments at your own pace, but must complete the course by its end-date.  If you find that you are unable to do so, contact your instructor.

	Session
	Topics and Assignments
	Readings

	1


	Introduction to the Communication Process

Organizational Communication


	Chapters 1-2

	2


	Improving Interpersonal Relationships

Effective Listening
	Chapters 3-4

	3


	Nonverbal Communication in the Organization

DUE: Topic and Rough Outline of Informative 

   Presentation
	Chapter 5

	4


	Informative Presentations

Researching, Supporting, and Delivering Your Ideas

Professional Visual Aids

DUE: Informative Presentation
	Chapters 11-13

	5


	Midterm Examination
	

	6


	Small Group Communication and Problem Solving

Participation and Leadership in Small Groups
	Chapters 9-10

	7


	Basic Information for All Types of Interviews

The Employment Interview

DUE: Topic and Rough Outline for Persuasive 

   Presentation
	Chapters 7-8

	8


	Persuasive Presentations: Individual or Team

DUE: Persuasive Presentation
	Chapter 14

	Session
	Topics and Assignments
	Readings

	9


	Survey of Communication Styles

Presentations to Enjoy and Evaluate
	Appendices A & D

	10


	Final Examination (Based on Hamilton & Parker, Chapters 7-10, 13, Appendices “A” and “D”, plus all Classroom activities.)
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