ENGLISH 214

Academic & Professional Communication

The purpose of Academic & Professional Communication is to enhance students’ reading, writing, oral, and electronic skills to enable them to communicate effectively in English not only during their university careers but also beyond in their professional lives.  
The writing skills component includes training in composing various types of business correspondence to enable students to function well in the world of work. It also deals with the researching, organizing, and writing of technical reports in which students must be especially sensitive to their particular audience. 
The course’s oral skills component enhances students’ oral presentation skills as they will practice communicating a technical subject to a lay audience using a variety of presentational media that may include overhead projectors, chalkboard, and the PowerPoint computer application. 
Students will also be taught successful interviewing techniques (as both interviewer and interviewee), and will be sensitized to the roles and group dynamics of meetings to enable them to participate fully and effectively in gatherings of their co-workers, whether as chairman or member of a committee.  
The electronic skills taught are intended to complement the written and oral skills by enabling students to use state-of-the-art internet and database search techniques to locate the information they require in order to produce written reports or presentations. Additional electronic skills will focus on communicating through the World Wide Web via email with the emphasis on netiquette, the generally accepted code of behaviour for those communicating electronically. 
During the report writing process, each student will be scheduled to attend meetings with his lecturer to discuss his progress and to justify the material and sources used. Group discussions will be organized during set tutorial sessions in which small groups of students will present and discuss pre-assigned topics. 
Students will also be required to maintain a portfolio (including a reflective journal) exhibiting their efforts, progress, and achievement throughout the course. Throughout the course, students will be encouraged to work independently, to think critically about what they are doing and to view learning as a life-long process.

1
GOAL

To enhance students’ spoken and written communication skills in English in order to prepare them for future academic and professional life.
2
COURSE OBJECTIVES


On successful completion of the course, students should be able to:

A
demonstrate a reasonable communicative competence in all aspects of the course;

B
draft, compose and present a researched report on an aspect of their Major;

C
conduct simple correspondence relating to professional and/or academic issues;

D
demonstrate an acceptable level of oral communication within a range of contexts;

E
use appropriate vocabulary and expressions orally and in writing;

F
make informed decisions based on independent, critical thought within the context of their work;

G
appreciate the importance and role of ethics in oral and written communication.

3
LEARNER OUTCOMES ENGL214

On successful completion of the course, students should be able to:
1. compose and present, in an acceptable format, a 1500-2000 word technical report on a topic closely allied to their Major;

2. compose a one-page (typed) Executive summary based on their report;

3. develop a topic, define objectives and present a proposal for their report;

4. locate information from a variety of written texts;

5. evaluate and extract information from a variety of written texts;

6. produce a bibliography for a report in an acceptable format;

7. reformulate and synthesise information while avoiding plagiarism;

8. use appropriate techniques to document references in a report;

9. use appropriate graphic material (charts, tables, illustrations) in the body of a report;

10. develop appropriate prefatory elements for a report (e.g. Acknowledgements, Table of Contents);

11. create and present short oral presentations linked to their report and on work-related tasks;

12. use PowerPoint and other visual material appropriately in oral presentations;

13. explain, critique or justify a point of view in online or in class group discussions on issues relating to their reports and to work-related tasks;

14. compose, send and reply to emails and formal memoranda with their tutor on issues relating to their reports and other aspects of the course;

15. recognise language and/or techniques used in written correspondence to request or supply information, make a complaint or adjustment, and apply for a job;

16. use appropriate language and techniques to write a letter, memo or email to a person, institution or business organisation to request or supply information, make a complaint or adjustment, and apply for a job;

17. compose an appropriately designed CV/Resume in support of a job application;

18. role-play job interviews as interviewee or interviewer;

19. create a portfolio containing a reflective journal and documentary evidence of their progress throughout the course.

