Jackson Community College

Technical and Business Writing
ENG 232, Section I50
Fall, 2013

Instructor: Finch Roberts
Office: 110 North Campus
Contact Phone: (517) 768-7097 Extension 115                              
Contact Email: Finch@jccmi.edu
Office Hours: MW – 9:30 – 1:00 @  JNC room 110
	TR – 10:30 – 11:00, and 1:00 – 2:00 @ LEN campus

Course Description:
Technical Communications is a course designed to provide practice in a variety of written and video communications to meet the requirements of the workplace. Projects may include descriptions, instructions, resumes, proposals, reports, videos or live conferencing.

Prerequisite(s):
ENG 085 and ENG 131

Course Goals:
The course goals and objectives incorporate specific Associate Degree Outcomes (ADOs) established by the JCC Board of Trustees, administration, and faculty. These goals are in concert with four-year colleges, universities, and reflect input from the professional communities we serve. ADOs guarantee students achieve goals necessary for graduation credit, transferability, and professional skills needed in many certification programs.

Performance Objectives:

ASSOCIATE DEGREE OUTCOMES (ADOs) and COURSE OBJECTIVES

ENG 232 course goals and objectives incorporate specific Associate Degree Outcomes (ADOs) established by the JCC Board of Trustees, administration, and faculty. These goals are in concert with four-year colleges and universities and reflect input from the professional communities we serve. ADOs guarantee students achieve goals necessary for graduation credit, transferability, and professional skills needed in many certification programs. The ADOs addressed in this course are:

Writing clearly, concisely, and intelligibly -- ADO #1 (proficient level)
Class discussions, activities and practice will focus on:
	Refining the writing and peer responding processes

Writing with attention to purpose and audience
Composing meaningful documents
Organizing, developing, and supporting ideas
Connecting prior knowledge and new information
Integrating sources with proper documentation
Employing proper grammar, mechanics and format, with attention to word choice, tone and style.

Thinking critically -- ADO #7 (proficient level)
Class discussions, activities and practice will focus on:
	Proposing creative topics and posing challenging questions for writing

Employing tactful and diplomatic language
Choosing appropriate visual images and graphics
Evaluating evidence and assumptions
Understanding conclusions, implications and consequences
Solving problems


Textbook:

Technical Communications: A Practical Approach 8th Edition, William Sanborn Pfeiffer, Kaye E. Adkins 2013.

Grading Procedure:

Grading Criteria (Adapted from the State of Michigan):

4.0  
The writing is engaging, original, clear, focused; ideas and content are richly developed. Essays contain abundant examples, comparisons, and facts, which are used to expand and support ideas. Control of organization and translations move the reader easily through the text. The voice and tone are authentic and compelling. The work contains few if any errors in spelling, punctuation, or grammar. This is an outstanding reading experience at all levels.

3.0
The writing is generally clear, focused, and well-developed; examples and details support ideas and content where appropriate. The presentation is generally coherent, and its organizational structure is functional. The voice, tone, diction, and sentence structure support meaning. The writing may contain occasional errors.


2.0
The writing has some focus and support; ideas and content may be developed with limited details and examples. The presentation shows some evidence of structure, but it may be artificial or only partially successful. The tone may be inappropriate or the voice uneven. Sentence structure and diction are generally correct but basic. The writing may contain mechanical errors enough to distract the reader. This is an average reading experience.

1.0
The writing has little focus and development. Support for ideas is minimal and at times the ideas themselves may be difficult to identify. There is little discernible shape or direction. The writing demonstrates no control over voice and tone, suggesting the writer's inability to address an idea. Errors in spelling, grammar, usage, capitalization, punctuation, and/or indention are numerous and interfere with the reader's understanding. This is a poor reading experience.

0.0
The writing fails to meet the assignment guidelines, or is plagiarized, or is not completed.

Incompletes are not possible (unless there are very serious extenuating circumstances and more than 80% of your work is complete).

Academic Honesty Policy:

Honesty is expected of all students. Academic honesty is the ethical behavior that includes producing your own work (in your own words) and not representing others’ ideas or work (or words) as your own, either by plagiarism, by cheating, or by helping others to do so. There is a zero-tolerance policy for plagiarism. If you plagiarize material, the penalty can be a failing grade in the course. For your review, the JCC Academic Honesty Policy is posted online.







Grading Scale:

100 points total
	90-100 = 4.0
	80-89 = 3.0
	70-79 = 2.0
	60-69 = 1.0

Course Assignments:

Floating Assignments / Instructor Discretion /  Assigned Chapters 1,2,4,11,13,16,17 & Journal 30 Points
	Forums 20 points
	Resume 15
	Video Conference / Response 10 Points
	Nokia Morph / Technology / Video Clip 10 points
	Reflective Letter 15 points

