MBA 505
Business Communications

course Schedule 

	Week/
Dates
	Module(s), Topics and Assignments
	Readings

	Week 1
Online

Nov. 6 – Nov. 12

	Course Introduction (online) 
The Role of Communication in Business Today

Strategic Communication

The Corporate Communication Function

Research Basics

DUE: Online – i) Student Introductory Assignment (SIA) + ii) Week 1 Discussion Question (DQ) 1 
	Zaremba, Chapter 1

Whitaker, pp. 10 – 12, “Evaluating Web Sources”; p. 26, “Avoiding Plagiarism”
CityU of Seattle Online Tutorials for How do I …?:

· Use the APA citation style;

· Evaluate information resources;

· Evaluate scholarly articles.

	Week 2

Workshop #1
Friday, Nov. 13
	Course Introduction (in-class)
Types of Communication
Importance and practice of listening

Writing Research Papers

Academic and professional integrity: research, information literacy, and documentation skills (APA) in academics and business
	Zaremba, Ch. 2, 5, 10
Whitaker, pp. 13 – 60


	Week 2
Workshop #2

Saturday, Nov. 14


	Culture and Communication

Nonverbal Language in Intercultural Communication

Impact of globalization and diversity on communication in business

Theory and practice of team formation, team decision making and managing conflict

Influence of different learning styles and personal values on teamwork

Relevance of presentation skills in business

Effective presentations, including visual aids and media
	Zaremba, Ch. 11, 8

	Week 2
Online
Nov. 13 - 19
	Managing information (“Too Much E-mail”)

Myths and facts about communication flow in organizations

Working in Teams
DUE: Online – DQ1 & DQ2
	Zaremba, Ch 4

	Week 3
Online
Nov. 20 - 26

	Teamwork, Meetings and Creativity

Forms of power in organizations and the influence of networking vs. politics on the quality of communication

DUE: Online – DQ1 & DQ2

DUE: Upload video of Authoritative Paper Presentation to YouTube

	Zaremba, Ch. 6 + pp. 196 – 199, “Counterproductive Group Tendencies” (esp. conformity)

Robinson video & article (link available on Bb)



	Week 4
Online
Nov. 27 – Dec. 3
	Giving and receiving effective feedback

Meetings: Conflict and Intervention

Interpersonal conflict and communication

DUE: Online – DQ1 & DQ2

DUE: Authoritative Paper (one copy with all names on it)

	Zaremba, Ch. 7, 9

	Week 5
Online
Dec. 4 - 10


	Ethics and organizational communication

Climate and organizational culture
Crisis Communication

DUE: Online – DQ1 & DQ2

DUE: Research Paper

	Zaremba, Ch. 3, 6, 12



Note: All assignments are due to the uploader by midnight of the Thursday of the week indicated.
