
I. COURSE INFORMATION 

SEMESTER: SUMMER 1 YEAR: 2016 
COURSE NAME: COMM 1302 
Business and Professional Communication (3 credit hours)
CRN: 31485 
Meeting in Liberal Arts 107. 9:20 -‐11:50 pm. 
TEXT: Communicating: A Social, Career, and Cultural Focus (12th ed.) by Berko, Wolvin, 
Wolvin, and Aitken. ISBN-‐13: 978-‐0205624898 

Any edition of the textbook is acceptable 

MATERIALS: Additional content and materials will be posted on Black Board 

II. INSTRUCTOR INFORMATION 

INSTRUCTOR: Mike Brooks, MA
OFFICE LOCATION: Cotton 100 
OFFICE HOURS: M-‐ F 12:00-‐2:00pm & BY APPOINTMENT
PHONES: Office 747-‐8992 
EMAIL: mebrooks@utep.edu 

Feel free to contact my UTEP email address about any concern or clarification you require, I
will generally respond within 24-‐hours. Please note, I cannot review/discuss grades via
email but I am always happy to discuss your progress in person. 

INSTRUCTOR’S MESSAGE: I completed a bachelor’s and graduate degree at The University
of Texas at El Paso, while I appreciate the compliment, I am not Dr. Brooks ;-‐). I think
communication, in its many manifestations, is vital to our success personally and
professionally. 

This is introductory course in business and professional communication. This class course
will focus on our intrapersonal communication, our communication with other individuals
and groups, and public speaking. We will spend the longest amount of time in this short
semester on public speaking, one of most students’ least favorite activities. 

Feeling anxious about public speaking is common and I hope to help you overcome any
apprehension you may have about speaking to others individually or in groups. 

CELL PHONES AND TECHNOLOGY IN CLASS 

Cellphones do not belong in the classroom. My opinion is that we should make the effort to
remain connected with other people, and our environment, during our possibly important
interaction(s) with others. Frequently, cellphones detract from potentially important
interactions and that includes class time. 

mailto:mebrooks@utep.edu


 

Please, no texting during class; it is noticeable. I view the use of cellphones, and text
messaging during a lecture as disruptive, disrespectful and discourteous [rude].
Additionally, cellphones can have a negative impact on your grades (see Duncan, Hoestra,
and Wilcox, 2012) and their use distracts other students (Tindell and Bohlander, 2012). I
will take steps to remove the offending person or ban all technology from the classroom if
disruption occurs. 

Have your cell phone turned off or on vibrate during class time. If you are expecting an
important call/message during class, please quietly leave the room and return when you are
able to focus on, and participate in, classroom activities. 

We will rely heavily on BlackBoard (I know, it’s a pain), make sure you can successfully
upload and download documents on BlackBoard. It’s important that you install all needed
updates to your computer ESPECIALLY JAVA and Acrobat. 

III. COURSE CONTENT 

A.	 COURSE DESCRIPTION: (From the UTEP Course Catalog).
COMM 1302. Business/Profession COMM (C).Business and Professional
Communication (3-‐0) (Common Course Number SPCH 1321)-‐ A course in
communication covering both informative and persuasive presentations as these
occur in business and professional activities. Instruction and guided practice,
informal and semi-‐formal speaking
situationshttp://catalog.utep.edu/undergrad/course-‐descriptions/comm/ 

B.	 COURSE OBJECTIVES 

At the end of the course, the student will:
Recognize the barriers that may occur in interpersonal communication.
Know basic theories of communication and how they apply to personal and
professional
Recognize the importance and impact of nonverbal and cross-‐cultural
communication. 
Participate effectively as a member of a small group. 
Understand the importance of communication in an organization. 
Make effective oral presentations to a group. 

C. LEARNING OUTCOMES 

1. Reduce communication apprehension in interpersonal and public communication
contexts 
2. Identify and explain the necessary roles within groups and organizations
3. Research and utilize evidence to support and develop arguments for an effective
oral presentation
4. Demonstrate an understanding of evidence and its role in written and oral
communication. 

D. METHOD OF INSTRUCTION: Lecture and classroom activities, extensive use of
 
BlackBoard
 



E.	 ASSIGNED READINGS: Students are responsible for all text content. The majority of 
the text readings are grouped in the opening weeks of the course. The purpose of 
this scheduling is so that the student can learn, as early as possible in the term, 
working information relating to applied theoretical concepts to their own 
communication interactions. 

During the second part of the class, we will focus on group and individual 
presentations with classroom time dedicated to development and presentation. 

IV.	 ASSIGNMENTS & GRADED COPONENTS: 

Attendance 10 %
 
Class Participation –includes discussion board 20 %
 
Quizzes 15 %0
 

The Group Project includes Group Presentation and the Individual Assessment 

Resume 10 %
 
Group Presentation 10 %
 
Individual Assessment 10 %
 
Outline for Persuasive Speech 10 %
 
Persuasive Speech 15 %
 
Final Examination 10 %
 

V. GRADING SCALE: 

100-‐90 A
 
89-‐80 B
 
79-‐70 C
 
69-‐60 D
 
59-‐0 F
 

VI.	 RULES, CLASSROOM POLICIES/ ETC. 

ATTENDANCE 

Attendance is mandatory, two unexcused absences will result in 10-‐points deducted from
your semester grade. 

Students with three consecutive unexcused absences and/or students who sporadically
come to class will be dropped from the course. 

I do not consider all absences unexcused absences. If for some reason you know you cannot
attend class, let me know about it before the class (email is fine). I think it is important for
you to develop your communication skills and discussing your attendance is one skill you
can develop in this class. I do not excuse undocumented absences on test or presentation
days. Attendance is a cumulative grade, marked as AT TOT in the grade book. Full credit is
worth 2-‐points. I will grant 1-‐point if you arrive late ONLY if you speak to me in class, no
points negotiated after class meeting time. – 



LATE WORK
 

No late work accepted without prior approval, no exceptions.

Work is due on the day specified in the assignment; any late work approved for submission

and acceptance has a minimum penalty of 10-‐points per day.

Work submitted to BlackBoard in the wrong location or using the wrong format will not

considered for assignment completion or a grade.
 

No work accepted after the last day of class, no extra credit work accepted after the cutoff

date.
 

Technology problems are not an acceptable excuse for work that is late or missing. Make

sure you can successfully upload, download, send, and receive attached files on Blackboard.
 

WE NEED TO CREATE A POSITIVE ENVIRONMENT
 

Our classroom will be a safe place for all ideas. We are all unique individuals entitled to our

own opinions and beliefs. If we want others to respect our individuality and uniqueness, we

must respect theirs. Therefore, any comments, jokes, or remarks that denigrate the worth

individual's physical or mental ability, body size, religion, race, creed, ethnic background,

sexual orientation, or gender identification are inappropriate and detract from your

effectiveness as a speaker/writer and from your credibility as a member of society. Our in-‐
class and online interactions must be conducted in a courteous and professional manner.
 

Consider adopting an “ethic of reciprocity” for your interpersonal communication, whatever

the medium or setting. Please be courteous to others.
 

If you are late from normal class meetings, come in and take your seat. If you arrive late

during student presentations, please wait outside of the classroom until the presenter has

finished or you hear applause. Do not come into class if the door is closed but wait for

applause before entering.
 

VII. ACADEMIC MISCONDUCT 

Your work is to be your own. Academic dishonesty (plagiarism, cheating, submitting work
attributable to another person, taking an exam for another person, or any act that gives a
student unfair advantage over another) will be dealt with through a failing grade on the
assignment and/or in the course, probation, suspension or dismissal. Please be familiar
with university policy regarding academic dishonesty.
http://sa.utep.edu/osccr/academic-‐integrity/ 

Part of this course involves your creating a persuasive speech and you must cite the
research you use to develop your case. Failure to tell the audience where concepts, ideas,
policies, or data you used to develop your speech is plagiarism. Detailed instructions
regarding oral citations will be provided but, consider using “in-‐text” citations for all 
speaking and written assignments for this class. 

V. CASS
 

http://sa.utep.edu/osccr/academic-�-integrity


Sections 504 of the Vocational Rehabilitation Act of 1973, and the Americans with
Disabilities Act (ADA) of 1990, mandate the University’s support for students with access
and accommodation needs. UTEP requires students needing accommodation to contact the
Center for Accommodations and Support Services. If you have a condition, which may affect
your ability to perform successfully in this course, you are encouraged to discuss this in
confidence with the instructor and/or the director of the Center for Accommodations and
Support Services. You may call 915.747.5148 for general information about the Americans
with Disabilities Act (ADA) and the rights that you have as a UTEP student with a disability.
Individuals with disabilities have the right to equal access and opportunity.
Students with disabilities who believe that they may need accommodations in this class are
encouraged to contact the office of the Center for Accommodations and Support Services
(CASS), Room 106, Student Union East, 915-‐747-‐5148, as soon as possible to ensure that
any necessary accommodations are implemented in a timely fashion. 

V. COURSE CALENDAR 

THE INSTRUCTOR RESERVES THE RIGHT TO MAKE NECESSARY CHANGES IN THE 
SCHEDULE/CALENDAR/ASSIGNMENTS DEPENDING ON THE NEEDS AND PROGRESS OF 
THE CLASS. 

Week 1 

June 6 

June 7 

June 8 

June 9 

6/6 Syllabus, groups 

Personality Assessment 

Due Sunday, June 12 

Chapter Presentations 

BROOKS 

CH 2 & CH 3 

CH 4 & CH5 

CH 5 & CH 7 

Week 2 

June 13 

June 14 

June 15 

June 16 

Group process and conflict 

Group presentations 6/ 20 & 

CH 8 & CH 9 

CH 10 & CH 11 

CH 12 & CH 13 

CH 14 & CH 15 



6/21 

Topic due 6/19 

Week 3 Group Presentations CH 16 

June 20 Public Speaking 

June 21 Public Speaking 

June 22 6/22 draft outline due in 

June 23 
class 

6/28 Preparation outline 
due 

Week 4 Public Speaking 

June 27 Public Speaking 

June 28 Public Speaking 

June 29 In-‐class Presentations 

June 30 In-‐class presentations 

Final Exam-‐to be distributed 
online 


