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1. Course Description:  Business Communications encourages understanding and mastery of all communication skills essential for interacting effectively with people in the workplace and in the society.  Of equal importance is the mastery of the foundation skills – listening, speaking, reading, and writing – and their application in both social and organizational settings.

Topics covered: 
· Social and business listening
· Spoken communication
· Written communication
· Positive self concept and image
· Human relations and interpersonal skills
· Customer relations
· Business relationships
· Leadership
· Supervisory communication
· Personal ethics
· Employment communication
· Technical communication

Prerequisites:  NONE                                        Length: 1 to 2 Semesters
Grade Level:  10th, 11th & 12th Grade

2. 	Instructional Philosophy   :  Students will be expected to meet all course goals listed below and demonstrate competency with a minimum of 68% accuracy. Content expectations correlate with the National Business Education Association (NBEA) communication standards and South Dakota standards for Business Communications.

3. 	Core Technical Standards

COMM.1.1 Apply acceptable nonverbal skills in personal and professional communication.
COMM.1.2 Differentiate between nonverbal and verbal communication
COMM.2.1 Communicate in a clear, complete, concise, correct and courteous manner on personal and professional levels.
COMM.2.2 Identify self-concept and design a program for improvement.
COMM.2.3 Enhance personal / professional self-concept and image by leading group activities.
COMM.2.4 Select appropriate communication techniques to avoid, minimize, prevent or resolve conflicts.
COMM.3.1 Describe effective leadership characteristics.
COMM.3.2 Demonstrate the importance of the use of appropriate
COMM.3.3 Utilize professional employment communication.
COMM.3.4 Evaluate the process by which individuals make ethical decisions.

4. 	Major Course Projects
·  Job Application Process (Resume, Cover Letter, Application, Interviews etc.)  (COMM.2.1)
· Ethical Cases (COMM.3.4)
· Business Writing Examples (Memos, Letters, etc.)  (COMM.2.4)


5. 	Instructional Delivery Plan

Some methods of instruction that will be used include: direct instruction, cooperative learning and hands-on activities. Coursework will require students to draw on academic writing and language arts. The text will be used to help students achieve course goals.
 

6. 	Assessment Plan

Evaluation Criteria	Methods of Evaluation	Weight
	Tests/Quizzes/Simulations
	Chapter and Unit Tests, Quizzes and Simulations
	50%

	Projects
	Major course projects
	40%

	Daily Work
	Daily chapter problems, attendance, class behavior, participation
	10%




	Grade
	Scale
	Description of Work

	
A
	100% - 94%
	

	
B
	93% - 87%
	

	
C
	86% - 78%
	

	
D
	77% - 68%
	

	
F
	67% - 
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