MSU-BOTTINEAU

Course Outline

Name of Instructor:  Mr. Matt Richter

Course Title and Number:   BOTE 210 Business Communications
Credits:  3
Prerequisites:  
None
Course Description 

This course introduces students to principles and composition of effective communication in business settings. Topics covered include verbal communication, nonverbal communication, group communication, listening, research methods, cross-cultural communication, job search techniques, ethics, and communication technology. 

Required Text

Business Communication, Building Critical Skills; Locker, Kaczmarek, 3rd Edition. 

Course Objectives

After taking this course students should be able to:

· Describe the communication process.

· Develop effective messages.

· Adapt messages to the audience.

· Understand how cultural differences effect communication.

· Describe the message planning, writing and revising process. 

· Explain how to build goodwill in business communications.

· Develop communications with a “you-attitude.” 

· Create letters, memos and e-mails with proper formatting, professional style, and accuracy in grammar, spelling, punctuation, sentence structure, and format.

· Effectively create positive, informative, negative and persuasive messages. 

· Understand the importance of listening and body language in interpersonal communication. 

· Develop effective presentations and use visual effectively. 

· Search for jobs, write resumes, write cover letters, and prepare for job interviews in an effective manner. 

These course objectives meet the following MSU-B General Education Goals:  #1, to develop the ability to communicate, #2, to develop thinking skills, #3, to develop knowledge and application of technology, #8, to understand and appreciate cultural diversity #9, to develop lifelong learning skills, #10, to foster interpersonal development.  

Course Requirements and Evaluation

Course requirements consist of class participation, projects, presentations, quizzes, and exams. 

Grade Weighting

Exams (three total): 60% 

Projects, general assignments, presentations, quizzes: 30%

Participation: 10%

Grading Scale 

	90%  - 100%
	A 

	80% - 89%
	B

	70% - 79%
	C

	60% - 69%
	D

	Less than 60%
	F


