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 Rhetoric and Writing Studies 3355: Workplace Writing 

CRN: 23868 

Course Delivery Format: Online 

Instructor Information: Tetyana Zhyvotovska 

Email: tzhyvotovska@miners.utep.edu 

(Note: For all course business & questions, please use Course E-Mail in the Blackboard) 

Office Hours: By appointment   

 Course Description 

RWS 3355: Workplace Writing is designed with three primary goals in mind: 

1. to reinforce your skills for effective communication in professional contexts while working 

individually and collaboratively and gaining experience in workplace writing;  

2. to present an approach to communication that helps you determine the most effective 

strategies, arrangements, and media to use in different situations within the workplace;  

3. to acquaint you with professional writing practices used for producing and working with a 

variety of documents and presentations. 

 Learning Outcomes 

Upon completion of the course, you will:  

 be informed of issues derived largely from the field of professional and technical writing (PTW); 

 use principles of professional rhetoric applied to the composing process and strategies for 

effective written, oral, and visual communication in workplace contexts; 

 strengthen skills for an efficient writing process that includes strategies for invention, 

researching, drafting, revising, and editing;  

 acquire skills in effective workplace communication based on awareness of and appreciation 

for communities of practice as well as knowledge specific to subject matter, genre, rhetorical 

strategy, and writing process; 

 understand the generic conventions of workplace documentation and create effective 

documents in genres commonly used for workplace communication; 

 conduct research within the context of the workplace that will inform your writing;  

 acquire a practical and theoretical understanding of workplace dynamics including project 

management skills and collaborative writing skills - “teamwork”;  

 analyze the uses and applications of new communication technologies and writing tools;  

mailto:tzhyvotovska@miners.utep.edu
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 use technology to enhance your writing processes and gain proficiency in the use of online 

tools necessary for effective workplace communication and the conventions that attend them;  

 compose, evaluate, edit, and offer constructive feedback to others on both individual and 

collaborative texts and presentations;  

 understand and be aware of ethical and legal issues involved in professional writing processes 

and consider the ethical dimensions of composing and working within and with organizations;  

 understand design principles and  learn how effective design applies to diverse professional 

documents; 

 recognize and respect various cultural attitudes toward and conventions for workplace 

communication. 

As part of UTEP RWS program, this course is also designed to promote your overall success, inside 

and outside the classroom. Our coursework will help you improve in key areas such as 

Communication, Confidence, Critical Thinking, Leadership, Problem Solving, Social Responsibility, 

and Teamwork. To find out more about the university’s plan to improve student engagement and 

learning, visit the UTEP Edge.  

 Course Materials 

 

Oliu, W.E., Brusaw C.T., & Alred, G.J.  (2016). Writing that works: Communicating effectively on the 

job. (12th ed.). Bedford/ St. Martin’s. ISBN: 9781319019488  

Additional readings will be posted on Blackboard. 

 Course Projects and Assignments 

Throughout the course, we will have opportunities to engage with multiple conversations in the field of 

professional and workplace writing. Through this work, you’ll be asked to conduct a variety of tasks 

related to writing different types of documents commonly used for workplace communication. I want to 

emphasize that the purpose of these assignments and projects is for you to gain practice as a 

workplace writer. As the table below indicates, each significant set of tasks will result in a project, of 

which there will be five this semester. 

http://utepedge.utep.edu/
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Project 1: 

Workplace 

Communication: A 

Case Study 

In this assignment, you will conduct a case study of a workplace 

communication and writing environment of your choice. The case study 

will explore a workplace as a community of practice with its participants, 

goals, and values as well as the variety of texts, genres, conventions, and 

media that make up the workplace’s rhetorical situation. You are 

encouraged to connect textual and visual elements in your case study 

report to illustrate certain points. 

Project 2: 

Employment Portfolio 

You will identify an actual job opening or a graduate program that 

coincides with your professional goals. You will then compose 

professional materials aimed towards getting a position in your selected 

field. The Employment Portfolio will include such job application materials 

as a resume/CV, a cover letter, statements of purpose, etc. Think about 

this project as a portfolio that can highlight your professional skills and that 

can be used for the future employment purposes.   

Project 3: 

Professional 

Documentation - Client 

Project 

For this projects, through a partnership with a client of your choice (an 

academic, business, professional, community organization, or a specific 

workplace), you will write and design a professional document of your 

choice: a report, a proposal, or instructions. You will consult with me and 

your client to successfully complete this project.  

You will also present your project to the class in the multimodal delivery 

format. 

Project 4: 

Course E-Portfolio 

You will create, design, and maintain a professional profile in the form of 

an e-portfolio website that includes your major course projects, 

professional networks, and workplace writing resources.  

Discussion Boards Discussion Boards include conversations about topics related to this 

course focus, readings, and activities. The score will include discussion 

board posts and responses to the classmates’ posts.   

Online Activities and 

Participation 

Participation online is mandatory. The activities included in this category 

ensure that you learn the material and that help is provided to you to 

compose effective projects. This score will include homework, quizzes, 

reading responses, outlines, drafts, peer reviews, and other work the 

instructor assigns. These points will be determined and distributed by the 

instructor.  
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 Grading 

Grade Distribution 

Final grades will be determined by the following scale: 

A 900-1000 

B 800-899 

C 700-799 

D 600-699 

F 599 and below 

 

All grades during the semester will be awarded as points (out of 1000 points total):  

• Project 1:  Workplace Communication: A Case Study (200 points)   

• Project 2:  Employment Portfolio (200 points)   

• Project 3:  Professional Documentation - Client Project (300 points - total) including 

                    Project Proposal Memo (100 points) 

                    Document (Report/Instructions/Proposal) (100 points) 

                    Project Presentation (100 points)   

• Project 4: Course E-Portfolio (100 points) 

• Discussion Boards: discussion board posts and responses (100 points) 

• Online Activities & Participation: quizzes, readings responses, course activities, etc. (100 points)  

 

University and Course Policies 

This class requires you to meet a sequence of deadlines and, at times, to collaborate with fellow 

students and with workplace/community partners. In all of these interactions, you are expected to be 

prepared and to take part in a timely manner. 

 Course Delivery & Policies 

This course is taught as an online class utilizing a management system such as Blackboard. It is vital 

for you to regularly check your course content and e-mail. Students should allocate sufficient time for 

the class projects and work. The general rule for all classes is that students spend two hours working 

outside of class for each class credit. Because this is a 3-hour online class, expect to spend 9 hours 

doing research, reading, writing, and revising each week.  

 

This course is technology enhanced, and all of the material for the class will be delivered via 

Blackboard. It is strongly recommended that students have access to Internet from home and are 
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comfortable using a computer. If home access is not possible, arrangements can be made to use a 

computer regularly on campus in order to complete the work. UTEP computer labs are often available 

until midnight, but schedules do vary. Since all the work will be done online, not having access to a 

computer will affect your ability to turn in assignments on time.  

Modules: 

Every week, there is a learning module with readings, guidelines, and assignments. Each module 

opens on Monday at 8:00 a.m. Mountain Standard Time.  

Readings:  

The purpose of the readings is to help you learn and understand the different aspects of workplace 

context, rhetorical situation, research, and writing. It is essential that you complete the weekly 

assigned textbook and additional readings within the course modules. These will assist you with the 

projects and will strengthen your discussion board posts by citing and referring to the readings. 

Submitting Work:  

All work will be submitted through our Blackboard course shell. This course is designed and works 

under Mountain Standard Time (MST). Please keep this in mind when submitting assignments and 

meeting deadlines. 

Since Blackboard comment and grade functions work best with Microsoft Word, please submit all 

assignments in Microsoft Word following APA format unless directed otherwise. Microsoft Word is 

available to students at all campus computers and through the Cloud. 

Due Dates for Major Assignments:  

All major assignments will be due on Sundays at 11:59 p.m. (MST).  It is important to submit work 

before deadlines for full credit and feedback. 

Late major assignments may be submitted during two calendar days after the assigned deadline 

before the assignment window is closed. These late submissions will be penalized up to one letter 

grade. No assignments will be accepted after a Blackboard assignment window closes.     

 Course Participation & Communication 

Participation:  

Since this is an online class, students are expected to participate in online discussions/activities and 

complete all the modules and assignments. Failure to turn in two major projects will result in a student 

being dropped from the course. 

Course Announcements:  

I will post weekly activities, updates, any changes to modules/assignments, deadlines for 

assignments, discussion boards, and activities, and important notifications in Course Announcements. 

Make it your routine to check announcements regularly. 
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Discussion Boards:  

A specific number of discussion boards (DBs) are planned for the course, but I might add extra 

discussion boards if I see the need to address other issues, topics, or the readings. This course is 

meant to be highly interactive, and the Discussion Board is one means to achieve this. I expect for all 

students to keep up with and complete all the assigned readings, and all students must meet the 

deadlines for the discussion boards and assignments. As teams, you will also conduct your own group 

discussions and collaborative writing through the team discussion boards.  

  

Please remember that the Discussion Board is reserved for meaningful classroom discussion. You will 

not receive credit for a post if you simply say, “I have nothing to add,” or “I have no questions,” or just 

a “yes” or “no” answer.  Cite and refer back to your textbook and weekly readings in your posts. Be 

sure to revise, edit, and proofread your responses before you post them. Each discussion board 

consists of (1) your post that must be at least 200 words long and (2) comments to at least two of your 

classmates’ posts with minimum of 50 words each. Also, you must respond to your classmates’ 

questions (of there are any) within your thread to create a meaningful conversation. Points earned will 

be based on the content and quality of your posts. Discussion topic/questions will be posted in the 

modules on Mondays at 8 a.m. (MST). Everyone in the class should post his/her response by 

Thursday 11:59 p.m. (MST) and comment on the classmates’ posts by Sunday 11:59 p.m. (MST).  

Late posts will receive no credit.   

 

The appropriate use of the Discussion Board includes conversations about topics related to this 

course.  I reserve the right to delete any message that contains controversial or insulting language, is 

off topic, or violates the course netiquette.  

 

Course E-Mail: Occasionally, we will be communicating with each other via e-mail.  To be consistent 

and avoid confusion, we will use the Course E-mail, the messaging system within Blackboard. You will 

find this tool in the left sidebar. To send messages to me and/or your classmates, please use Course 

E-mail in Blackboard. Only when it is an emergency and/or Blackboard is experiencing issues, should 

you contact me through the university’s e-mailing system at tzhyvotovska@miners.utep.edu. Check 

your Course E-mail in Blackboard on a daily basis. 

 

For more strategies to communicate effectively online, please see UTEP Connect document 

“Communicating Effectively Online” posted in Syllabus folder in our Blackboard course shell.   
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 Course (N)etiquette 

 Debate, critical inquiry, and intellectual diversity are essential elements to higher education and 

a process of learning. There is the potential during this course for controversial and sensitive 

topics to be discussed during course interaction. You are expected to demonstrate the utmost 

respect and courtesy for your peers with differing arguments, viewpoints, and/or experiences. 

Sexist, racist, homophobic, or other hateful speech will not be tolerated. 

 As a general rule, always consider audience, including online communication. Remember that 

members of the class and the instructor will be reading any postings. When reacting to 

someone else’s message (verbal or written), address the ideas, not the person. 

 Blackboard is not a public internet venue; all postings to it should be considered private and 

confidential. Whatever is posted on in these online spaces is intended for classmates and 

professor only. Please do not copy documents and paste them to a publicly accessible 

website, blog, or other space. If students wish to do so, they have the ethical obligation to first 

request the permission of the writer(s). 

 For the complete list of the course (n)etiquette policies, please see Netiquette Guide for Online 

Courses posted in Syllabus folder in our Blackboard course shell.   

 Academic Integrity 

The University of Texas at El Paso prides itself on its standards of academic excellence. In the 

classroom and in all other academic activities, students are expected to uphold the highest standards 

of academic integrity. Academic dishonesty includes, but is not limited to, cheating, plagiarism, 

collusion, the submission for credit of any work or materials that are attributable in whole or in part to 

another person, taking an examination for another person, and any act designed to give unfair 

advantage to a student or the attempt to commit such acts. Instructors are required to report the 

suspected academic dishonesty to the Office of Student Affairs. For the official policies on academic 

integrity and scholastic dishonesty, please refer to UTEP Office of Student Conduct and Conflict 

Resolution.  

 Accommodations & Support Services 

Your success in this class is important to me. We all need accommodations because we all learn 

differently. If there are aspects of this course that prevent you from learning or exclude you, please let 

me know as soon as possible. Together we’ll develop strategies to meet both your needs and the 

requirements of the course. I also encourage you to visit the Center for Accommodations and Support 

Services (CASS) in room 106, Union East Building or contact them at 747-5148 or cass@utep.edu. If 

https://www.utep.edu/student-affairs/osccr/student-conduct/academic-integrity.html
https://www.utep.edu/student-affairs/osccr/student-conduct/academic-integrity.html
mailto:cass@utep.edu
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you need official accommodations, you have a right to have these met. There are also a range of 

resources on campus, including the Writing Center, Counseling Center, Military Student Success 

Center, and Academic Advising Center. 

 University Writing Center  

UTEP’s University Writing Center (UWC) offers free writing tutoring assistance for all UTEP students, 

including online tutoring services. The tutors are undergraduate and graduate students who can help 

with all parts of a writing assignment, including prewriting, organizing, revising, and editing.  They can 

also help to understand any writing assignment and help work on comprehending textbook material.  

Note: To facilitate revision, I encourage you to visit the writing center at least 12 hours before the 

assignment is due. 

 Military Students  

If you are a military student (veteran, dependent, active), please visit the Military Student Success 

Center. I also recognize the complexities of being a student veteran. If you are a student veteran, 

please inform me if you need special accommodations. Drill schedules, calls to active duty, 

complications with GI Bill disbursement, and other unforeseen military and veteran-related 

developments can complicate your academic life.  If you make me aware of a complication, I will do 

everything I can to assist you or put you in contact with university staff who are trained to assist you. 

 Important Dates for Spring 2020 Semester 

Jan. 21             First Day of Classes 
Jan. 21-24 Late Registration 
Feb. 5            Census Day 
Mar. 16-20          Spring Break 
Mar. 27               Cesar Chavez Holiday – no classes 
Mar. 27            Drop/Withdrawal Deadline 
Apr. 10              Spring Study Day 
May 7             Last Day of classes 
May 8            Dead Day 
May 11-15           Final Exams 
May 20            Final Grades are Due 
May 21            Final Grades are posted to student records 
 

Visit https://www.utep.edu/student-affairs/registrar/Academic%20Calendars/academic-calendar.html  

for important dates. 

Please make note of my email and reach out to me if you need to.  
I look forward to working with you this semester!  

 

https://www.utep.edu/uwc/
http://military.utep.edu/
http://military.utep.edu/
https://www.utep.edu/student-affairs/registrar/Academic%20Calendars/academic-calendar.html
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 Weekly Schedule (Subject to change) 

WTW = Writing That Works (2016) by W.E. Oliu, C.T. Brusaw, G.J. Alred 
BB = Blackboard; DBP = Discussion Board Post 
 
All course assignments will be submitted through Blackboard.  
Deadlines:  
DBP – due by Thursday 11:59 p.m.; responses to classmates – due by Sunday 11:59 p.m. (MST) 
Projects/assignments/quizzes – due by Sunday 11:59 p.m. (MST) 

Week/ Topic Class 

Focus/Activities 

Readings DBP & 

Assignments  Due   
  

  Week 1 

(01/21-01/26) 

Understanding 

the Workplace 

Writing Context  

– The Big 

Picture 

 

Course 

Introduction 

 

 Class introduction  

 Syllabus review 

 Project 1: 

introduction 

 Read: WTW = Chapter 1  

 Read: “Professional and Technical 

Writing: An Overview” at  

https://writingcommons.org/article
/professional-and-technical-
communication-an-overview/ 

- Syllabus Quiz 

(due 01/26) 

 - DBP #1: 

Introductions  

(post due 01/23; 

responses due 

01/26)  

Week 2 

 (01/27-02/02) 

Workplace 

Collaborative 

Writing 

  

Project 1: 

Workplace 

Communication 

– A Case Study 

 Working 

collaboratively at 

a workplace  

 Project 1: 

outlining/drafting 

 Read:  WTW = Chapter 5 

 Read: “Writing on the Front Line: A 

Study of Workplace Writing” by M. 

Mabrito (1997) in Business 

Communication Quarterly 60(3), 

58-70 

 Read: “Redefining Writing for the 

Responsive Workplace” by C. 

Lauer & E. Brumberger (2019) in 

CCC 70(4), 634-663 

 

- DBP #2: 

Workplace 

communication & 

experience/s   

(post due 01/30; 

responses due 

02/02) 

Week 3 

 (02/03-02/09) 

Conducting 

Meetings 

 

Project 1: 

Workplace 

Communication 

– A Case Study 

 

 

 

 Conducting 

meetings 

 Project 1: 

revising/editing) 

 

 Read: WTW = Chapter 14             

pp. 498-512 

 Read: “Tech Comm’s Core 

Competencies” in  Intercom 64(3), 

1-24  

- Project 1: 

Workplace 

Communication – 

A Case Study 

(due 02/09) 

https://writingcommons.org/article/professional-and-technical-communication-an-overview/
https://writingcommons.org/article/professional-and-technical-communication-an-overview/
https://writingcommons.org/article/professional-and-technical-communication-an-overview/
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Week 4   

(02/10-02/16) 

Writing E-

Mails, Memos, 

Letters, 

Messages 

 

Project 2: 

Employment 

Portfolio 

 

 Writing e-mails 

and messages 

 Employment 

research 

 Project 2: 

introduction 

 Read:  WTW = Chapters 8, 9 

 Read: “Genre Chameleon: Email, 

Professional Writing Curriculum, 

and Workplace Writing 

Expectations” by P. Welsh Droz & l. 

S. Jacobs (2019) in Technical 

Communication 66(1), 68-92 

 

-  Workplace 

Writing Activity: 

E- mail/Letter/ 

Messages 

(due 02/16) 

Week 5   

(02/17-02/23) 

Employment 

Documentation: 

Resume 

 

Project 2: 

Employment 

Portfolio 

 

 Writing resumes 

 Project 2: resume  

 

 Read:  WTW = Chapter 15              

pp. 513-551 

 Read: “Next-Gen Resumes: A Case 

Study of Using Transmedia 

Storytelling to Create Personal 

Branding on LinkedIn” by Lynn B. 

McCool (2019) in  Intercom 66(3), 

230-243    

 

- DBP #3: 

Professional goals 

& job opening 

(post due 02/20; 

responses due 

02/23) 

Week 6 

(02/24-03/01) 

  Employment 

Documentation: 

Cover Letter 

 

Project 2: 

Employment 

Portfolio 

 Writing cover 

letters 

 Project 2: cover 

letter  

 Read:  WTW = Chapter 15             

pp. 551- 573                   

 

- Reading 

Response #1        

(due 03/01) 

Week 7 

(03/02-03/08) 

Employment 

Documentation 

 

Project 2: 

Employment 

Portfolio 

 Professional 

writing & editing 

 Project 2 portfolio 

 Read: “The Golden Rules for 

Professional Writing and Editing” 

by B. Kaplan (2012) in Editing 

Made Easy (p. 15)  

 

- Project 2: 

Employment 

Portfolio 

(due 03/08) 

Week 8 

(03/09-03/15) 

  E-Portfolio 

Project/Shell 

 E-Portfolio 

project: 

introduction 

 Read:  WTW = Part 4 Appendix A: 

Writing in an Online Environment 

pp. 577-610 

 

 Read: “Tech Comm’s Core 

Competencies” - Written 

Communication/Website Writing & 

Visual Communication   

Intercom 64(3), 13-17 

-  E-Portfolio Shell 

(due 03/15) 
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Week 9 

(03/23-03/29) 

Workplace 

Documentation 

   

Project 3: 

Professional 

Documentation 

 Writing 

reports/instructions

/proposals 

 

 Project  3: 

introduction 

 Read: WTW = Chapters 10, 11, 12, 

13 

 

 

-  DBP #4: Client 

project – 

brainstorming 

ideas               

(post due 03/26; 

responses due 

03/29) 

Week 10 

(03/30-04/05) 

Conducting 

Research for a 

Document  

Project 3:  

Professional 

Documentation 

 Project 3: 

researching 

 Project 3: proposal 

memo 

 

 Read:  WTW = Chapter 6 

 Read: “Writing in the workplace: 

Constructing documents using 

multiple digital sources” by M. 

Leijten, L. Van Waes, K., Shriver, & 

J. R Hayes (2014) in Journal of 

Writing Research 5(3), 285-337 

- Project 3 

proposal memo 

(due 04/05) 

Week 11 

(04/06-04/12) 

Planning a 

Document   

Project 3:  

Professional 

Documentation 

 Project 3: 

planning/outlining 

 

 Read:   WTW = Chapter 2 

 Read: “Preparing Documents for a 

Global Workplace” by B. Maylath 

(2011) 

 Read: “Bridging the gaps: Technical 

communication in an international 

and multicultural society” by E.A. 

Thrush (1993) in TCQ 2(3), 271-

283 

 

- Reading 

Response #2        

(due 04/12) 

Week 12 

(04/13-04/19) 

Drafting a 

Document 

Project 3: 

Professional 

Documentation   

 Project 3: drafting 

 
 Read:  WTW = Chapter 3 

 Read: WTW = Chapters 10, 11, 12, 

13 (Follow guidelines for a specific 

type of the document) 

 

- Project 3: 

document outline 

(due 04/19)        

Week 13 

(04/20-04/26) 

Designing 

Documents & 

Visuals 

 

Project 3:  

Professional 

Documentation 

 

 Design principles 

 Project 3: drafting 

 

 

 Read:  WTW = Chapter 7 

 Read: “Visual Communication at a 

Workplace: A Survey of Practice” 

by E. Brumberger (2007). TCQ 

16(4), 369-395.  
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Week 14 

(04/27-05/03) 

Revising/ 

Editing a 

Document 

Project 3:  

Professional 

Documentation 

Project 3: 

Presentations 

 Project 3: 

revising/editing 

 Project 3:         

final document 

 

 Project 3: 

   Presentations  

 Read:  WTW = Chapter 4 & 

Appendix B pp. 611-656 

 Read:  WTW = Chapters 14       

pp. 475-497 

- Project 3 

Presentations  

(due 05/03) 

- Project 3  

(final document -

due 05/03) 

 

Week 15  

(05/04-05/10) 

Project 4: 

Course            

E-Portfolio 

 Course  

E-portfolio 

Project 

No readings assigned. 

 

 Work on Course E-Portfolio 

 

-  DBP #5: Client 

project – feedback 

(post due 05/07; 

responses due 

05/10) 

 

Finals Week 

(05/11-05/15) 

Course E-Portfolio Revise/ Finalize Course E-Portfolio DUE: May 13 

(Wednesday) 

- Project 4:  

Course E-Portfolio 


