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Course:  English 3010-01 (Writing in the Professions) #20651 Office:  HCC 418 

Time/Place: TR 10:30-11:45 a.m. in HCC 469    Office Hours:   

G.E. Status: This course is not required for G.E.      T 8-9, 2:30-3:30  

Prerequisite: ENGL 2010 and Advanced Standing     W 8-10 

Credit Hours: 3         R 8-9 

Instructor: Dr. Sue Bennett         

Phone:  W – 652.7925        

E-mail:  bennett@dixie.edu        

 
SYLLABUS – Spring 2015 

TEXTBOOK 

Required: 

 Kolin, Philip C. Successful Writing at Work. Concise 4th ed. Boston: Wadsworth, 2015. Print. 
 

GENERAL INTRODUCTION 

This class will focus on written business communication, such as memos, reports, letters, résumés, and other similar 

documents. Students will also participate in group activities, contribute to in-class discussions, and present oral 

reports. Successful students study the assigned reading before class, turn in their assignments on time, and learn to 

excel both as part of a team and as an individual. By the end of the course, most students gain a better understanding 

of how to communicate in a business environment. This class in not taught through Canvas, but I will post grades in 

Canvas as well as post the handouts that I distribute in class. If you miss class (or lose your handout), you can print a 

copy from Canvas. For your assignments, you will submit a print copy to me on the day they are due (not through 

Canvas). Most work should be composed in MS Word, using Times New Roman, 12-point font, and one-inch 

margins. (Exceptions might include special formatting on your résumé or instruction assignment.) You will also 

need access to presentation software such as PowerPoint or Prezi for your oral presentations. 
 

GRADING – I will notify you of your current grade average during Weeks 8 and 15. Grades will also be posted on 

Canvas. At any time in the semester, though, you can easily figure out your own grade by adding up the points you 

have and dividing by the possible total. Semester grades will be determined by the following percentages/points:  

  

 Memo (1-2 pp.)      10% (100 points) 

 Complaint Letter (1-2 pp.)     10% (100 points) 

 Job Application Packet     10% (100 points) 

o Printout of job ad 

o Application letter (1 p.) 

o Résumé (1 p.) 

 Responses to Three Scholarly Articles (1/2 p. each)  10% (100 points) 

 Long Report (8-10 pp.)     20% (200 points) 

o Includes annotated bibliography and oral presentation 

 Group Presentation (20 min.)    10% (100 points) 

 Instruction Assignment (1-2 pp.)    10% (100 points) 

 Midterm – includes reflection essay and objective questions  5% (50 points) 

 Final – includes reflection essay and objective questions  5% (50 points) 

 Quizzes and attendance     10% (100 points) 

100% or 1000 points 

GRADING SCALE 
 

A = 94-100 ☺ 

 A- = 90-93 
 B+ = 87-89 

 B   = 84-86 

 B- = 80-83 
  

 

C+ = 77-79 

 C   = 74-76 
 C- = 70-73 

 D+ = 67-69 

 D   = 64-66 
 D- = 60-63 

 F   = 59 and below 
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QUIZZES 
I will give a quiz grade almost every time we meet. These quizzes usually check your preparation for the week’s 

activities, but sometimes they review previous material. Occasionally, I will award a quiz grade just for showing up 

and participating. These quizzes cannot be made up. If you show up late (or don’t show up at all), you will miss the 

points for that day. If you must miss class due to school-sponsored activities, you may request alternate assignments 

as long as you follow school policy as described on DSU’s web page: 

http://www.dixie.edu/humanres/policy/sec5/523.html 

 

CLASSROOM MANAGEMENT 

I will try not to waste your time in class. Therefore, I ask that you give me your full attention and not multi-task 

during class. If you need to use your phone or your laptop during class, please leave my classroom. 

Please turn off your phone and close your laptop.  

I do not want to hear any noise from your phone during class. In addition, I do not want you to text message during 

class. Your phone belongs out of sight during my class—not on your desk, in your lap, hidden under your book, etc. 

The same restrictions apply to your computer. Unless we are specifically using computers in class, please put yours 

away.  During class time, please respect me and your fellow classmates. Listen when someone else is talking, 

participate when appropriate, stay awake, and avoid disruptive behavior. I enjoy teaching and want to create the best 

possible learning environment for my students. If you do not want to be a part of the learning process, I will ask you 

to leave my class. 

 

ATTENDANCE 

When you arrive late or miss class, you will receive a zero for the day. (See policy under “Quizzes” above.) 

 

LATE PAPER POLICY 

Assignments are due on the date indicated on the syllabus. If you know you will be absent the day an assignment is 

due, turn in your paper early. Because of unforeseen emergency situations, I do accept late assignments; however, 

late assignments will be docked 10 points for every weekday they are late. Please save both of us some time by NOT 

explaining why your assignment is late. I will assume you have an excellent reason; nevertheless, your assignment 

will still be docked points if you turn it in late. (I resent being asked to judge whether your reason is better than 

someone else’s. I treat all late assignments the same.) In unusual situations and with my permission, I allow students 

to email me an assignment. If, however, I cannot open the file attachment, your assignment will be considered late 

until you send me a file I can open. If you are having trouble with an assignment, go to the Writing Center (on the 

4th floor of the HCC Building) or see me during office hours. It’s best to get help before the assignment is due.  

 

CONFERENCES 

My office hours, e-mail address, and office phone # are all posted on the front of this syllabus. If my office hours do 

not coincide with your schedule, we can make other arrangements. 

 
English Department Mission Statement 

The English Department at Dixie State University strives to instill in students an appreciation for the centrality of language and literature in 

human culture, particularly their function in social, historical, and political contexts. Students who major in English master skills in analyzing and 
evaluating texts and other media, as well as learning how to produce focused critical essays.   

 

Course Description 

Designed for majors in the School of Business, successful students will be able to effectively recognize and model diverse professional writing 

styles by analyzing various business audiences, writing purposes, and documents (including extensive formal research reports) based on business 
communication theory and through practical application. Students will also learn about matters of business ethics, international business, and the 

Internet’s impact on business communication. Prerequisite: ENGL 2010 and Advanced Standing. FA, SP, SU 

 

Course Goals 
By the end of English 3010, students will have significantly improved their ability to do the following:  

• Critical thinking and clarity of expression in both written and oral form;  
• Awareness of and sensitivity to professional work-place audiences  

• Awareness of and sensitivity to international, professional audiences  

• Awareness of the impact of technology on business writing  
• Awareness of different types of formats – and purposes – in business writing (email, memo, short report, long report, etc.)  

• Recognition of respect for thoughts contrary to one’s own  

• Recognition of ethical dilemmas in business communication  
 

http://www.dixie.edu/humanres/policy/sec5/523.html
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Program Learning Outcomes 

This course contributes to the student’s acquisition of the following program learning outcomes (PLOs), which may be accessed at  
http://www.dixie.edu/english/.php. 

PLO 1 = Critical Strategies (Develop, Master) 

PLO 2 = Cultural and Ideological Awareness (Develop, Master) 
PLO 3 = Collaborative Learning (Develop) 

PLO 4 = Research and Information Literacy) (Develop, Master) 

PLO 5 = Professional Development (Develop) 

 

Departmental Outcomes  
Create written work that meets the professional standards of successful writing in workplace professions 
 

Course-Specific Outcomes 
By the end of English 3010, students will demonstrate their ability to do the following: 
• Write clearly and analyze critically several types of business documents (PLO 1, 2, and 5) 

• Focus, organize, and develop thoughts for business documents (both short and long) (PLO 1, 2, 3, and 4) 

• Apply ethical models to analyze and begin solving ethical dilemmas (PLO 2 and 5) 
• Utilize a wide variety of research sources (PLO 1 and 4)  

• Synthesize research with their own ideas and writing (PLO 1 and 4) 

• Document research in long, formal reports (PLO 4)  
• Engage in peer-critique and revision of their own written work (PLO 3 and 5) 

• Utilize computers and the Internet to improve their writing and knowledge of business groups (PLO 4 and 5) 

• Produce grammatically correct and stylistically engaging sentences (PLO 1)  
• Read scholarly research about professional workplace writing (i.e. articles that improve understanding of the ways in which audience, purpose,  

 and context affect one another) (PLO 2, 3, 4, and 5)  

• Conduct scholarly research effectively and critically (PLO 1 and 4)  
• Incorporate research in persuasive, effective ways (utilizing a unified citation style common to the mode/field of writing) (PLO 1 and 4) 

• Present research, using appropriate electronic presentation software (PLO 3, 4, and 5) 
• Participate in discussions to develop skill in articulating and defending analyses and interpretations of written works in group contexts (PLO 1,  

 3, and 5 

 

Methods of Assessment  

Formative Assessment Methods  

 Complete regular homework assignments that meet the professional standards of successful writing in workplace professions 

Summative Assessment Methods  

 Final Exam: Perform satisfactorily on exam and other writing assignments that measure retention of course material (as well as 

original analysis and interpretation)  

 Oral Presentation: Give at least one oral presentation of research and/or final report, accompanied by an appropriate electronic 

presentation (i.e. PowerPoint or some other media) 

Value-Added Assessment Methods  

 Pre/Post Test: Take a course-specific pre- and post-test to assess the ways in which learning has increased during the semester 

 
  

http://www.dixie.edu/english/.php
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University Policies 
Dmail:  Important class and college information is sent to your Dmail account. This information includes your DSU bill, financial aid/scholarship 
notices, notification of dropped classes, reminders of important dates and events, and other information critical to your success in this class and at 

DSU. All DSU students are automatically assigned a Dmail account. If you don't know your user name and password, go to www.dixie.edu and 

select “Dmail,” for complete instructions. You are responsible for information sent to your Dmail email, so please check it often. 
 

Writing Center - 4th floor of HCC Building or online at http://dixiewritingcenter.com/ 
Computers for student use - Smith Computer Center or the Library 
Testing Center - North Plaza Building or online at http://dixie.edu/testing/ 

Library - HCC Building or online at http://library.dixie.edu/ 

 
Classroom expectations: It is my responsibility to manage the classroom environment to ensure a positive learning climate for all 

students.  Students should arrive on time, stay until class is dismissed, follow instructions, and speak and act respectfully to me and their fellow 

students.  If your behavior is disruptive, I will first let you know verbally that you are behaving inappropriately.  If it continues, I will send you 
written notice that your behavior must change.  As a last resort, I will drop you from the class.   
University approved absences: Dixie University Policy explains in detail what needs to happen if you anticipate being absent from class 

because of a college-sponsored activity (athletic events, club activities, field trips for other classes, etc.).  Please read this information and follow 
the instructions carefully.  The policy can be found at http://www.dixie.edu/humanres/policy/sec5/523.html 

Academic honesty: I do not tolerate cheating. If I discover that cheating has occurred, I will give you a zero grade for that assignment or exam, 

and you will not be allowed to make it up.   Repeated or aggravated offenses will result in failing the course. Any time you take credit for work 
you did not do, you are cheating.  Dishonesty includes getting the answers to homework problems from someone else, copying information from 

a library or Internet source and presenting it as if it were your own words (plagiarism), looking at someone else's answers on an exam, or asking 

someone who has already taken a test about what questions it contains. University policy can be found at 
http://dixie.edu/humanres/policy/sec5/533.html#appeals  

 

(Americans with Disabilities Act (ADA) Statement: If you suspect or are aware that you have a disability that may affect your success in the 
course you are strongly encouraged to contact the Disability Resource Center (DRC) located in the North Plaza Building. The disability will be 

evaluated and eligible students will receive assistance in obtaining reasonable accommodations. Phone # 435-652-7516. 
 

Important Dates for Spring 2015 

Jan 12 Classwork Starts 
Jan 15 Last Day for Waitlist 

Jan 16 Last Day to Add Without Signature 

Jan 19 Martin Luther King Jr. Day 
Jan 22 Drop/Audit Fee Begins ($10 per class) 

Jan 22 Residency Application Deadline 

Jan 27 $50 Late Registration/Payment Fee 
Feb 2 Spring 2015 Associate's degree Graduation Application Deadline 

Feb 2 Pell Grant Census 

Feb 2 Last Day for Refund 
Feb 2 Last Day to drop without receiving a "W" grade 

Feb 4 Courses dropped for non-payment 

Feb 6 Last Day to Add/Audit 
Feb 16 President's Day 

Mar 2 Summer 2015 Bachelor's degree Graduation Application Deadline 
Mar 2 Mid-Term Grades Due 

Mar 6 Last Day to Drop Individual Class 

Mar 9-13 Spring Break 
Mar 23 Fall Class schedule available online 

Mar 23 Summer Registration open to Seniors (90+ credits) 

Mar 24 Summer Registration open to Juniors (60+ credits) 
Mar 25 Summer Registration open to Sophomores (30+ credits) 

Mar 26 Summer Registration open to all students 

Apr 1 Fall 2015 Bachelor's degree Graduation Application Deadline 
Apr 10 Last Day for Complete Withdrawal 

Apr 13 Fall Registration open to Seniors (90+ credits) 

Apr 14 Fall Registration open to Juniors (60+ credits) 
Apr 15 Fall Registration open to Sophomores (30+ credits) 

Apr 16 Fall Registration open to all students 

Apr 29 Classwork Ends 
Apr 30 Reading Day 

May 1 Final Exams 

May 1 Associate's degree Graduation Deadline - Summer 2015 
May 4-7 Final Exams 

May 8 Commencement 

 
Additional Information: The following link will provide additional information on semester deadline dates, final exam schedule, campus 

resources (including the library, disability resource center, IT Help Desk, Testing Center, Tutoring Center, Writing Center), policies (including 

academic dishonesty, disruptive behavior, absences),  Dmail (student email client), etc. http://dixie.edu/reg/?page=calendar&sid=201520 
 

http://www.dixie.edu/
http://dixiewritingcenter.com/
http://dixie.edu/testing/
http://library.dixie.edu/
http://www.dixie.edu/humanres/policy/sec5/523.html
http://dixie.edu/humanres/policy/sec5/533.html#appeals
http://dixie.edu/reg/?page=calendar&sid=201520
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ENGLISH 3010-01 – Spring 2015 

Assignment Schedule  

 

Week 1 (Jan 12-16) 

T - Introduction to class policies, discussion of business writing, and preview of the writing 

assignments 

  Quiz 1 –Diagnostic Essay 

 R -  Appendix 1-5 (Writing Tips - Paragraphs) 

Organize groups for class activities 

  Quiz 2 - Pre-Test  

 

Week 2 (Jan 19-23) 

 T - 1-30 (Chap. 1 - “Getting Started: Writing and Your Career”)  

133-41 (Chap. 4 – “Memos”) 

Prewriting Workshop for Memo 

  Quiz 3 

 R - Appendix 5-12 (Writing Tips - Sentences) 

Typed Rough Draft of Memo Due (peer critique) 

  Quiz 4 

 

Week 3 (Jan 26-30) 

 T - 35-70 (Chap. 2 – “The Writing Process and Collaboration at Work”) 

  Final Draft of Memo Due 

Quiz 5    

R – Group #1 Presentation of “Collaboration at Work” from pp. 55-64 

Response Due for Article #1 (Be prepared to discuss the article in class.) 

 Quiz 6  

 

Week 4 (Feb 2-6) 

T - 98-152 (Chap. 4 – “Preparing Correspondence: Some Basics for Writing to Audiences Worldwide”) 

 Prewriting Workshop for Complaint Letter 

Quiz 7  

 R -  Group #2 Presentation of “International Business Correspondence” from pp. 141-50 

Typed Rough Draft of Complaint Letter Due (peer critique) 

  Quiz 8  

    

Week 5 (Feb 9-13) 

T - 217-62 (Chap. 6 – “Designing Successful Documents, Visuals, and Websites”) 

 Final Draft of Complaint Letter Due 

  Quiz 9 

R - Group #3 Presentation of “Document Design” from pp. 217-27 

 Response Due for Article #2 (Be prepared to discuss the article in class.) 

  Quiz 10  

   

Week 6 (Feb 16-20) 

T - 159-212 (Chap. 5 – “How to Get a Job”) 

  Prewriting Workshop for Application Letter and Résumé 

  Quiz 11 

R -  Group #4 Presentation of “How to Get a Job” from pp. 159-74 

Typed Rough Draft of Application Letter and Résumé Due (peer critique) 

  Quiz 12 

 

  



6 

 

Week 7 (Feb 23-27) 

T - Prewriting Workshop for the Annotated Bibliography 

Review for the Midterm Exam 

Final Draft of Application Letter and Résumé Due – include printout of job ad 

  Quiz 13 

R - Midterm Exam - includes an in-class reflection essay and objective questions 

 Response Due for Article #3  

   

Week 8 (Mar 2-6) 

T - 346-82 (Chap. 9 – “Documenting and Writing Effective Long Reports”) 

 Quiz 14 

R – Group #5 Presentation of “Writing a Long Report” from pp. 346-56 

Typed Rough Draft of Annotated Bibliography Due (peer critique) 

  Quiz 15 

 

Spring Break (Mar 9-13) 

 

Week 9 (Mar 16-20) 

T - APA Style Review 

Prewriting Workshop for Long Report 

Final Draft of Annotated Bibliography Due  

 Quiz 16 

R - No class (Use this time to work in the library on your Long Report.) 

 

Week 10 (Mar 23-27) 

T - Appendix 12-19 (Writing Tips - Words) 

 Small Group Discussions of the Long Report (informal) 

 Quiz 17 

R - Workshop for Long Report 

 Quiz 18 

 

Week 11 (Mar 30-Apr 3) 

T - 383-404 (Chap. 10 – “Making Successful Presentations at Work”) 

  Quiz 19 

R - Typed Rough Draft Due for Long Report (peer critique) 

 Quiz 20 

 

Week 12 (Apr 6-10) 

T - Revision Strategies for Long Report 

Oral Reports (See sign-up sheet.) 

 Quiz 21 

R - Final Draft of Long Report Due 

 Oral Reports (See sign-up sheet.) 

  Quiz 22 

 

Week 13 (Apr 13-17)  

T - 267-98 (Chap. 7 – “Writing Instructions and Procedures”) 

 Prewriting Workshop for Instruction Assignment 

 Oral Reports (See sign-up sheet.) 

Quiz 23  

 R -  Oral Reports (See sign-up sheet.) 

  Rough Draft Due for Instruction Assignment (peer critique) 

  Quiz 24  
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Week 14 (Apr 20-24) 

T - Oral Reports (See sign-up sheet.) 

 Final Draft of Instruction Assignment Due 

Quiz 25 

R -  Oral Reports (See sign-up sheet.) 

   Quiz 26   

 

Week 15 (Apr 27-May 1) 

 T -  Review for the Final Exam 

  Oral Reports (See sign-up sheet.) 

Quiz 27 – Post-Test 

 
 

Thurs., May 7, from 9:30-11:30 a.m. – Final Exam 

Final exam includes an in-class reflection essay and objective questions 

 

Please schedule your vacation plans for after this date. 


