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TCO 345.001

Communication in Management

Spring Semester 2006
Instructor:

Dr. Helen Grady, Associate Professor
Department of Technical Communication

Office:

Room 201G, School of Engineering

Phone:

301-2211(w); 471-1869(h)

301-2241(FAX)

E-mail:

grady_h@mercer.edu
Listserv:

tco341001-L@mercer.edu
Website:
http://highered.mcgraw-hill.com/sites/007282915x/information_center_view0/
Required Textbooks:
Hynes, Geraldine E. 2005. Managerial Communication: Strategies and Applications. NY:  McGraw-Hill Irwin
Course Purpose:

All technical communicators are managers, whether they manage their own assignments on a project, the work of a project team, or a large organization consisting of multiple project teams. This course is intended to prepare you to be a manager, and to understand the vital role that communication plays in managing publications, projects, and people. We will examine and discuss information specification and planning; quality standards; tracking systems; production; and evaluation of processes, products, teams, and team members. The course will emphasize understanding organizational structures, building teams, and adapting to rapidly changing technologies and expectations.
Course Objectives:

Upon successful completion of this course, you should be able to do the following:

1. Identify the major theories, perspectives, and issues relevant to communication in organizational contexts.

2. Identify the key elements of successful personnel and project management. 

3. Identify your communication and conflict resolution styles.

4. Demonstrate effective communication practices.

5. Apply theory and research from the managerial communication literature in writing assignments and oral presentations.
6. Work effectively as part of a team in both leading and supporting roles.
Prerequisite:  Successful completion of TCO 341.

Course Expectations:
This course will be conducted as a senior-level seminar; therefore, class discussions of assigned readings and class participation are essential.  You will be expected to keep up with the readings  and to offer your comments and reactions in a timely manner.

The theoretical and practical aspects of communication in management encompass a wide range of topics.  Assigned readings will focus on fundamental aspects of communication in organizational contexts.  You will have the opportunity to pursue topics of personal interest in the development of your future managerial strategies by researching and synthesizing current articles or books on that topic.  The results of your work will be shared with the class via oral presentations.
Effective managers must understand how to create and motivate teams.  You will learn a variety of team building and leadership strategies and will practice these strategies when you participate in team-based assignments.  Periodically, you will be asked to reflect on the quality of your team leadership and participation.

The ability to meet deadlines will be an important aspect of your professional life.  This ability is also important in your academic career.  Therefore, all assigned work will be due by the negotiated date and time.  In an exceptional circumstance you may petition, in writing, to hand in an assignment late.  If granted, the grade will be reduced one letter grade per day late.

As this is a seminar course involving extensive class discussion and interaction, class attendance is required.  You are permitted two unexcused absences due to circumstances beyond your control.  Two excused absences are also permitted if you provide me with evidence of valid extenuating circumstances, such as dire illness or family emergencies.   More than three absences will result in grade penalties.  You are responsible for keeping up with the scheduled readings and activities even if you are absent.

Grading encompasses every aspect of the course, from participation through final products.  You can assume that every task requested directly or indirectly factors into your grade.  For example, having your work prepared for your group is as important as having it ready for me.  Regular feedback will be given on documents handed in. 

You are encouraged to schedule a conference at any point that you need it.  If you need to see me, catch me after class to schedule a time or call Ms. Kristi Riley, the TCO Secretary, at 301-2430 to get on my calendar.

Out of courtesy for all those participating in the learning experience, all cell phones and pagers must be turned off before entering the classroom or lab.

The honor code provisions as outlined in the Bulletin and in the student handbook, The Lair, will be assumed for everyone.   It should be clear from class discussion which projects will be collaborative and which ones must be individual.  When in doubt, please ask to avoid potentially embarrassing situations.


This syllabus is prepared at the beginning of the semester and is subject to change.


Any student with a documented disability who wishes to take advantage of accommodations should inform me at the close of the first class meeting. I will refer you to the office of Student Support Services (SSS) for consultation regarding evaluation, documentation of your disability, and recommendations for accommodation, if needed. Students will receive from SSS the Faculty Accommodation Form. On this form SSS will identify reasonable accommodations for this class. The form must be given to me for signature and then returned to SSS.

Assignments:

(1) Annotated Bibliography.  Identify 10 current articles related to a topic of managerial communication that interests you.  Write an annotated bibliography of each article.
(2) Research Paper.  Select a topic in the field of managerial communication.  Survey the current literature on that topic and write a 10-20 page paper summarizing and evaluating the results of your research.  You may use the articles/books in assignment 1 for this paper. 
(3) Oral Presentation. Based on the results of your research, prepare and deliver a 20-30” presentation on the aspect of managerial communication you analyzed in your research paper.
(4) Interview Paper.  Interview an individual who is currently managing projects or people in a corporate setting.  As a class, we will develop a list of potential interview questions and discuss interviewing techniques.  After completing the interview, you will prepare a 3-5 page paper analyzing how this individual applies the communication strategies we have identified in class to their particular work situation.  
(5) Interview Debriefing. Deliver a brief oral debriefing describing what you learned about the communication strategies used by the individual you interviewed for assignment 4. 
Grading:

	Assignment
	Points

	1 - Annotated Bibliography 
	100

	2 - Research Paper (Proposal, 50; Paper, 250)
	300

	3 – Oral Presentation 
	100

	4 – Interview Paper
	125

	5 – Interview Debriefing
	75

	Final Exam
	200

	Other - Homework/Participation/Attendance
	100

	Total
	1000


Grading Scale:

A = 901-1000;    B+ = 871-900;    B = 800-870;    C+ = 771-799;    C = 700-770;   

D = 600-699; F = <599
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