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Students will learn the principles of communications by listening, speaking, and writing.  Emphasis is
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The student will be able to:

Fundamentals of Writing 5

1. Identify specific types of surface-level errors.

2. Identify and correct major errors in spelling, 

grammar, and punctuation.

correctness.

4. Demonstrate through a number of quizzes the 

ability to correctly spell words.
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* Course Outcomes will be used in the Assessment Software for Outcomes Assessment. Limit to 3 - 5.

Work Place Communication 20

1. Understand the elements of work place 

communications, including corporate hierarchies and 

office and email etiquette.

2. Demonstrate memos, faxes, and email 

communications.

3. Demonstrate various types of business 

communications, including order letters, inquiry 

letters, complaint letters, and customer relations 

letters.

4. Demonstrate appropriate and effective 

communication in the multicultural work 

environment.

5. Create effective resumes, letters of application, 

and follow-up letters.

6. Interview effectively, including mock interviews.

7. Practice oral communication skills using role 

playing and mock work place scenarios.

8. Produce at least 16 pages of work place writing, 

using a variety of formats.

9. Demonstrate an ability to write various business 

communications.

Demonstrate basic computer skills.

Demonstrate effective workplace communication.

The Writing Process at Work 15

1. Understand the four keys to effective writing:  

audience, purpose, style, and tone.

2. Explore and practice various roles available to 

writers, including public citizen, worker, and writing 

as a student.

3. Analyze and address audience needs in various 

writing situations.

4. Develop strategies and skills for drafting, revising, 

meet the expectations of different readers and 

formats.

5. Develop an ability to work and write 

collaboratively, through oral and written activities.

6. Identify characteristics of job-related writing.

7. Draft, revise, and edit writing projects, using a 

variety of rhetorical strategies and modes.

8. Use word processing programs to write papers.

9. Exhibit basic computer skills, including spacing, 

centering, page set-up, saving files, cutting and 

pasting text, spell-checking, tables, and chart 

creation.

Exhibit fundamental writing skills.

COURSE OUTCOMES* At the successful completion of this course, students will be able to:
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45

Listening Skills 5

1. Demonstrate active listening skills in work place 

situations, including role playing and mock customer-

service scenarios.

2. Understand and practice the difference between 

hearing and listening.


