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ENG 315: Advanced Business and Professional Communication

Term: 2021 Summer Session
Instructor: Staff
Language of Instruction: English
Classroom: TBA
Office Hours: TBA
Class Sessions PerWeek: 5
Total Weeks: 5
Total Class Sessions: 25
Class Session Length (minutes): 145
Credit Hours: 4

Course Description:

This course is a branch course of the English subject. It specifically stresses on Business English
and practical skills in communication. This course will introduce the basic issues, elements, and
different genres of writing which includes writing for various audiences for various purposes,
defining and analyzing workplace writing problems, conducting research for writing. It also
covers technical documents, such as memos, proposals, letters, reports, etc.

Learning Objectives:

By the end of this course, students will be able to:

• make effective presentations in business situations

• communicate confidently and effectively in business meetings

• use specialist vocabulary in formal business and colloquial business jargon

• recognize the features of different genres of business correspondence, such as memos, emails,
and business letters as well as business articles and essays

• employ strategies to be a successful employee or employer in the workplace

• follow and demonstrate understanding of lectures, talks and interviews on business topics
delivered by authentic business specialists

Course Materials:
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Excellence in Business Communication, 12th edition, by John V. Thill and Courtland L.Bovee
Technical Communication, 13th Edition, by Lannon, John. New York: Pearson, 2014.

Course Format and Requirements:

The format of the course is mainly lecturing, discussion and in-class writing, the materials of
which will be designed and handed out by the instructor before each class. The contents of the
lectures are based on the textbooks, and supplemented reading materials will be given by the
instructor. In order to get a thorough understanding of the knowledge presented, students are
supposed to finish all the assigned readings before the class.

Attendance:

Students are required to be presented at all class sessions. Notifications about absence reasons to
the instructor should be done in advance if students are not able to attend classes. Active
participation in all classroom activities is also very important for students to achieve success in
this course.

Grading Scale:

A+: 98%-100%
A: 93%-97%
A-: 90%-92%
B+: 88%-89%
B: 83%-87%
B-: 80%-82%
C+: 78%-79%
C: 73%-77%
C-: 70%-72%
D+: 68%-69%
D: 63%-67%
D-: 60%-62%
F: Below 60%

Course Assignments:
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Quizzes:

There will be 5 quizzes administered through the whole semester. Quizzes will always be
completed in the first 30 minutes of class. The quiz problems will be similar to textbook topics
and examples on slides. There will be no make-up quizzes.

Exams:

Final Exam

The final will be cumulative and close-book. Note that the final will not be taken during the
normal class times. Exact time and location for final will be announced later.

Writing assignments:

Resume and application letter: This assignment required you to design a packet, including, for
example, a resume, autobiography and cover letter, that could be used for a real job search.

Business Proposal:

Write a business proposal in a group of 5. make sure you cover all the aspect

I. Introduction

A. Statement of Problem and Objective/Project Overview

B. Background and Review of the Literature

C. Need

D. Benefits

E. Qualifications of Personnel

F. Data Sources

G. Limitations and Contingencies H. Scope

II. Plan

A. Objectives and Methods B. Timetable

C. Materials and Equipment D. Personnel

E. Available Facilities F. Needed Facilities G. Cost and Budget H. Expected Results I. Feasibility

Ill. Conclusion

A. Summary of Key Points

B. Request for Action

Course Assessment:

5 Quizzes 20%
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Resume and Application Letter Writing 20%

Business Proposal 20%

Peer Review 10%

Attendance 5%

Final Exam 25%

Total 100%

Electronic Devices & Laptops

Please refrain from using cell phones, laptops, or other electronic devices during the class time,
unless you are using them for course-related work. Please respect our time in class by refraining
from texting, emailing, or surfing the web during our class meetings. If I see you habitually using
electronic devices for non-course-related work, your participation grade will be lowered.

Academic Integrity:

Students are encouraged to study together, and to discuss lecture topics with one another, but all
other work should be completed independently.

Students are expected to adhere to the standards of academic honesty and integrity that are
described in the Shanghai Normal University’s Academic Conduct Code. Any work suspected of
violating the standards of the Academic Conduct Code will be reported to the Dean’s Office.
Penalties for violating the Academic Conduct Code may include dismissal from the program. All
students have an individual responsibility to know and understand the provisions of the
Academic Conduct Code.

Special Needs or Assistance:

Please contact the Administrative Office immediately if you have a learning disability, a medical
issue, or any other type of problem that prevents professors from seeing you have learned the
course material. Our goal is to help you learn, not to penalize you for issues which mask your
learning.

Course Schedule:

Week Topics Activities
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1

• Introduction to the course
• Communicating in the Workplace:
 Definition
 Features
 Purposes
 Writing process
• Relationship between Effective Writing and Effective
Communication

• Skills and Strategies used in Business Writing

▪ Textbook reading

▪ Quiz 1: Basic of
Business Writing
(in-class)

2

• APA Style
• Drafting and Revising
• How to Conduct Research
• Questionnaire and Survey Preparation
• Audience analysis
• Data Collection
• Primary and Secondary Data

▪ Quiz 2: APA style
(in-class)

▪ Quiz 3: Data
Types and
Collection (In-
class)

▪ Textbook reading

3

• Skills and Strategies used in Business Writing: Avoiding
Plagiarism

• Using Citations and Bibliographical Information
• Writing an Appendix
• Documentation
• Employment Communications and Business
 Job Application:
 Resume
 Cover Letter

▪ Quiz 4: identify
plagiarism (in-
class)

▪ Write a job
application and a
resume

▪ Textbook reading

4

• Company Correspondence:
 Memorandum
 Email
 Letter Writing
• Reports
• Business Proposal
 Intro

▪ Quiz 5: writing a
memo (in-class)

▪ Write a business
proposal

▪ Textbook reading
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 Body
 Executive Summary

5

• Writing with a Positive Tone
• How to Convey Bad News
• How to be Persuasive in Writing
• Coordination and Subordination Techniques
• Visual Communication in Business
• Writing Interculturally

▪ Peer review on
application and
resume

▪ Peer review on
business proposal

▪ Textbook reading

▪ Final


