Professional Communication

Diboll High School 

Syllabus
Instructor: Kara Fannon
Conference: 2:50-3:35
Phone: 936-829-5626 & 936-829-6170

Email: kfannon@dibollisd.com

Room: T4
General requirements: Recommended for 10th–12th grade students.
Course Description: For successful participation in professional and social life, students must develop effective communication skills. Rapidly expanding technologies and changing social and corporate systems demand that students send clear verbal messages, choose effective nonverbal behaviors, listen for desired results, and apply valid critical-thinking and problem solving processes. Students enrolled in Communication Applications will be expected to identify, analyze, develop, and evaluate communication skills needed for professional and social success in interpersonal situations, group interactions, and personal and professional presentations. For high school students whose first language is not English, the students' native language serves as a foundation for English language acquisition and language learning. 

Assessment: All assignments are designed to show whether students have met the standards for the course.  The grading policy will follow the DISD handbook.

Grade Distribution:

· 67% Major grades – tests, projects, & speeches

· 33% Daily grades – quizzes, daily assignments 

Progress reports will be handed out three times a semester.  

If the student chooses to NOT participate in an activity he will receive a ZERO for the day.  No exceptions!
Course Policies:
· Absence/Make-Up Work:  Excused, verifiable absence must be done within 3 days of returning to class.  It is your responsibility to find out if there is any makeup work to be done (Make-Up Work Folder), and to make arrangements for doing so. Students absent on a test date will be expected to report to the teacher on the first day back to make arrangements for testing.

· Obey all school rules as set forth in student handbook.
· Students should come to class ready to learn.
· Students should be in seat when tardy bell rings.
· Policies on cheating are to give all involved a zero on the work and notify the parents.
· Be considerate of others.
· No FOOD in classroom (only water is permitted).
· Be respectful of all property.
· Attendance is expected to be exceptional

Tutorial Hours: 2:50-3:35 and by appointment
Course Materials:

Paper/Spiral Notebook
Writing utensil
1 package of 3x5 note cards
Major Projects:

· Scrapbook

· Facial expression poster

· Job portfolio & interview

· Informative speech

· Persuasive speech

· Special occasion speech

· Demonstration speech

Course Goals: 

(1)  Communication process. The student demonstrates knowledge of various communication processes in professional and social contexts. The student is expected to explain the importance of effective communication skills in professional and social contexts; identify the components of the communication process and their functions; identify standards for making appropriate communication choices for self, listener, occasion, and task; identify the characteristics of oral language and analyze standards for using informal, standard, and technical language appropriately identify types of nonverbal communication and their effects; recognize the importance of effective nonverbal strategies such as a firm handshake, direct eye contact, and appropriate use of space and distance; identify the components of the listening process; identify specific kinds of listening such as critical, deliberative, and empathic; recognize the importance of gathering and using accurate and complete information as a basis for making communication decisions; identify and analyze ethical and social responsibilities of communicators; and recognize and analyze appropriate channels of communication in organizations.
(2)  Interpersonal. The student uses appropriate interpersonal-communication strategies in professional and social contexts. The student is expected to identify types of professional and social relationships, their importance, and the purposes they serve; employ appropriate verbal, nonverbal, and listening skills to enhance interpersonal relationships; use communication-management skills to build confidence and develop appropriate assertiveness, tact, and courtesy; use professional etiquette and protocol in situations such as making introductions, speaking on the telephone, and offering and receiving criticism; make clear appropriate requests, give clear and accurate directions, ask appropriate and purposeful questions, and respond appropriately to the requests, directions, and questions of others; participate appropriately in conversations; communicate effectively in interviews; identify and use appropriate strategies for dealing with differences, including gender, ethnicity, and age; and analyze and evaluate the effectiveness of own and others' communication.

(3)  Group communication. The student communicates effectively in groups in professional and social contexts. The student is expected to identify kinds of groups, their importance, and the purposes they serve; analyze group dynamics and processes for participating effectively in groups, committees, or teams; identify and analyze the roles of group members and their influence on group dynamics; demonstrate skills for assuming productive roles in groups; use appropriate verbal, nonverbal, and listening strategies to promote group effectiveness; identify and analyze leadership styles; use effective communication strategies in leadership roles; use effective communication strategies for solving problems, managing conflicts, and building consensus in groups; and analyze the participation and contributions of group members and evaluate group effectiveness.

(4)  Presentations. The student makes and evaluates formal and informal professional presentations. The student is expected to analyze the audience, occasion, and purpose when designing presentations; determine specific topics and purposes for presentations; research topics using primary and secondary sources, including electronic technology; use effective strategies to organize and outline presentations; use information effectively to support and clarify points in presentations

