TECHNICAL COMMUNICATIONS

ENG 261

LUZERNE COUNTY COMMUNITY COLLEGE
I. COURSE and INSTRUCTOR INFORMATION:

	Course Number:       
	ENG 261-110, 002
	Instructor:  
	Dr. Housenick

	Course Title:            
	Technical Communications
	Office Location:  
	#321 (w/mailbox)

	Department:              
	English
	Office Telephone:  
	740-0721 (no voicemail)

	Credits:                       
	3
	Office Hours:  
	by appointment

	Lecture hours:         
	2
	
	

	Laboratory hours:   
	2
	E-mail:  
	shousenick@luzerne.edu

	Prerequisites:            
	ENG 101 English Comp.
	Web site:  
	http://academic.luzerne.edu/shousenick 


II. COURSE DESCRIPTION:

Technical Communications is designed to provide the student with experience in preparing and drafting documents particular to most business settings.  The course examines the differences in style from prose or academic settings.  Students prepare actual documents in collaborative and individual settings using word processing and presentation software.  The assignments provide the opportunity for students to showcase research results through written and oral formats.
__________________________________________________________________________________________
III. COURSE GOALS:

This course provides students the opportunity to:
1. Establish objective and audience for any written document.

2. Analyze actual and hypothetical documents for format, design and effectiveness.

3. Use the writing process to complete various business-oriented documents.

4. Learn and use appropriate method of organization within a document to communicate a specific message.

5. Employ language and sentence construction appropriate for various business settings.

6. Experience completion of a project in a collaborative setting similar to collaboration and team writing in the workplace.

7. Employ research skills in traditional and nontraditional settings.

8. Utilize page layout skills and the use of graphics to enhance the meaning of a communication.

9. Become proficient in the use of Microsoft Word and Power Point programs to prepare formal written and oral documents.

10. Present ideas using public speaking skills to a classroom of peers in both oral and written formats.
11. Become familiar with communication skills through usage of virtual and real workplace situations.
__________________________________________________________________________________________
IV. STUDENT LEARNING OBJECTIVES OR OUTCOMES:

Upon successful completion of this course, students will be able to:
Goal 1:

                1.a.         Prepare written communications which display a sense of purpose and audience.

Goal 2:

                2.a.         Analyze documents for clarity of message.

                2.b.         Provide constructive criticism to improve documents.

Goal 3:

                3a.          Discuss ideas/organization methods for documents as a planning step in preparing written 
and oral presentations.

                3.b.         Present ideas to an audience of peers for editing and revision.

Goal 4:

                4.a.         Prepare written communications which display an appropriate method of organization.

Goal 5:

                5.a.         Prepare written communications which display an appropriate language choice.

                5.b.         Prepare written communications which display appropriate sentence construction.

Goal 6:

                6.a. Work in collaborative groups of 4-5 members to prepare a recommendation.

Goal 7: 

                7.a.         Propose a solution to a communication problem in a workplace.

Goal 8:

                8.a.         Prepare written communications which display appropriate use of graphics.

                8.b.         Prepare appropriate use of white space on the page.

Goal 9:

                9.a.         Utilize features of a word processing program to create written documents.

                9.b.         Utilize features of a presentation program to create visual displays for an 

                                oral presentation.

Goal 10:

                10.a.       Work in collaborative groups of 4-5 members to prepare a recommendation.

                10.b.       Propose a solution to a communication problem in a workplace.

Goal 11:
                11.a.       Practice communication skills within a business/administrative structure such as Luzerne 
County Community College.

                11.b.       Role play positions as problem solvers in a virtual workplace.
__________________________________________________________________________________________
V. SEQUENCE OF TOPICS: 
1. Technical Communication

2. Page Design

3. Ethics

4. Grammar

5. Organization

6. Research

7. Job Search

8. Rhetorical Patterns

9. Letters, Memos

10. Informal Reports

11. Formal Reports

__________________________________________________________________________________________
VI. ACCEPTABLE ASSESSMENT AND GRADING:
The following are acceptable assessment methods for this course:

1. Cover Letter and Resume

2. Written Reports

3. Examples of Correspondence

4. Examples of Revision for Document Design

5. Tests

6. Quizzes

7. Oral Reports 
8. Groups Projects

9. Job Portfolios

10. Research Papers

11. Abstracts

__________________________________________________________________________________________
VII. Reference, Resources, and Learning Materials:
Texts:
· Pfeiffer, William. Technical Writing: A Practical Approach. 6th edition, Upper Saddle River, NJ: Prentice Hall, 2006.

 Required Equipment:                        
· 3.5” floppy disk or USB Drive (flash or jump drive)
· Internet access 

· E-mail capability

· Reliable computer with Word

*SAVE EVERYTHING on a DISK*
