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[bookmark: Text1]Communication in the Workplace
121COM121.601 & 121COM121.602
Fall 2011

Class location and time: PC 217 & COL 204; Thursdays 6:30-9:15
Instructor: Jennifer Likeum
E-mail: jlikeum@waubonsee.edu
Phone extension: 630-466-7900 ext. 3729. Cell: 630-606-7691 
Web site: www.likeum.com 
Required course materials: 
Text book: Adler & Elmhorst. Communicating at Work . 8th Edition
 

 
 
 

Course Description: The purpose of this course is to develop interpersonal communication skills for the workplace. Areas of emphasis include: verbal and nonverbal communication
principles, persuasion, interviewing, communication with customers, group
participation and conflict management.

 
[bookmark: Text12][bookmark: Text6]Course Objectives: Upon successful completion of this course the student will be able to:
1.articulate principals of human communication and apply these principles to
workplace interaction;
2. analyze interpersonal conflict situations, create a range of possible responses to
those situations, evaluate the responses, and choose the best one;
3.describe, analyze, and respond to conflict situations in ways that facilitate the
growth of meaning and set the stage for future growth;
4. contrast and compare customer service situations, seeking to choose
communication that maintains the best relationship between a company and its
customers;
5. understand cultural differences and similarities and appreciate the potential
benefit of culturally diverse workforces and workplaces;
6. apply ethical concepts/guidelines to communications to everyday situations;
7.recognize the phases through which small groups evolve, help groups navigate
those phases in pursuit of the best possible ideas and results;
8.improve the effectiveness of task teams or groups by utilizing problem-solving
techniques that have proven to produce high-quality results;
9.understand the similarities and differences in men’s and women’s conversational
and use that understanding to communicate effectively with the opposite gender;
10.understand and avoid common interviewing mistakes and answer “behavioral
interviewing” style questions in a clear, concise manner;
11. assess and participate in all levels of workplace communication.

General Student Outcomes (Waubonsee’s TOP MEASURE)
All college courses provide evidence to support the measurement of the general student outcomes listed in the TOP MEASURE.

Managing Human Interaction: the ability to make and navigate relationships
Expanding Knowledge: the ability to build on one’s own knowledge base
Adapting Concepts: the ability to build upon a concept
Shaping the Future: the ability to use knowledge for change
Utilizing Facts: the ability to apply a fact to a new situation
Reflecting: the ability to think about one’s own thinking and learning
Exploring: the ability to search for the purpose of discovery
 
Grading Criteria 

Class Participation		150 points

Corporate Culture Paper	100 points

Corporate Presentation		  50 points

Tribute Speech			  75 points

Impromptu Speech		25 points

Persuasive Presentation		125 points

Case Study			 50 points

Job Description			25 points

Cover Letter			 50 points

Resume				100 points

Interview			100 points

Final Exam			150 points

Total Points			1000 points

 
 
Course Policies
Attendance policy: In order to receive the best grade possible class MUST be attended. If you do not plan on attending class, this is not the course for you. If you must miss class it is your responsibility to ask another student what was discussed in class.
 
Late work/make-up policy: Late work will not be accepted. If you are not able to present due to an emergency on the day you are scheduled to, you need to notify me in advance. I will discuss options available on an individual basis.
 
Withdrawals: It is college policy that if you have not attended class, as of midterm, I am required to drop you from this course and you will receive a W grade (considered a withdrawal on your transcript). If you stop attending class after the midterm, your grade will be determined by the number of points you have accumulated to that date. The last day to drop this course is November 28, 2011. Please refer to the following link for other important college dates:   
http://www.waubonsee.edu/admission/dates/academicCalendarFuture/index.php



Access and Accommodation Statement: I wish to fully include persons with disabilities in the course. Please inform me or the Access Center for Students with Disabilities if you need any special accommodations in the curriculum, instruction, or assessments of this course to enable you to fully participate. I will try to maintain the confidentiality of the information you share with me.
 
Academic Integrity Statement: Waubonsee Community College believes that all members of the community have a responsibility to participate in learning with honesty and integrity. Fundamentally, this principle asserts that all of us – teachers, students, staff, and administrators – 
must fulfill the commitments we make as we enter our academic endeavors, and we must respect the learning process. This respect includes but is not limited to the following:
         a commitment to working hard at learning, both in class and out of class; 
         a sense of the value that all members of the learning community can bring; 
         an honest undertaking of all tasks related to the college community.
For more information, please visit the following link to Waubonsee’s Academic Integrity Resources: 
http://ctlt.waubonsee.edu/files/PDF/collegewide/Integrity%20Statement%20for%20Waubonsee%20Community%20College.pdf

Cheating/Plagiarism Policy: The college is firmly committed to upholding sound principles of academic integrity and responsibility. Plagiarism, one form of academic dishonesty and misrepresentation, is a serious breach of academic integrity, and, as such, is considered a breach of the Code of Student conduct.  If a student is caught cheating or plagiarizing she/he will receive not be allowed to return to class and will be assigned a failing grade in the course.
For more information, please visit the following link to Waubonsee’s Plagiarism Resources:
http://ctlt.waubonsee.edu/files/PDF/collegewide/plagiarismstatement0805.pdf


The instructor reserves the right to adjust this course syllabus as needed. Revisions to course policies will be communicated via college e-mail.
 
 
 
Resources
The following links are useful resources that are available to you as a student at Waubonsee Community College: 
 
Access Center for Students with Disabilities: 
http://www.waubonsee.edu/learning/academicSupport/access/

Career Services Center:
http://www.waubonsee.edu/experience/services/career/

Center for Learning Assessment:
http://www.waubonsee.edu/learning/success/assessment/

Counseling:
http://www.waubonsee.edu/experience/services/counseling/

Emergency Preparedness and Safety Guide: http://www.waubonsee.edu/downloads/pdf/safety/Emergency_Preparedness_and_Safety_Guide.pdf

Financial Aid:
http://www.waubonsee.edu/admission/financialAid/index.php

Student Handbook (includes Student Code of Conduct): 
https://mywcc.waubonsee.edu/_resources_/portlets/144/attachments/11-12_StudentHandbook.pdf

Todd Library:
https://library.waubonsee.edu/

Tutoring and Study Skills (Learning Enhancement Center): 
http://www.waubonsee.edu/learning/success/learning/

 
Waubonsee Community College Campus Information:

	Sugar Grove Campus
Route 47 at Waubonsee Drive
Sugar Grove, IL 60554-9454
(630) 466-7900
	Aurora Campus
18 South River Street
Aurora, IL 60506-4178
(630) 801-7900
	Copley Campus
2060 Ogden Avenue
Aurora, IL 60504-7222
(630) 585-7900
	Plano Campus
100 Waubonsee Drive
Plano, IL 60545-2276
(630) 552-7900
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